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12S of personnel who pi 
assessment and resou: 
^ alcoholism programs 
N CAE's Programing Cor 



^ome part in the 
" obilization f 
^ rrom agency to 
■^r'jnity Resources 



-!ode: is 2 package 
iDse :or :)ianning 
ocal neeos and foi 
ance to successful 
designed to help al 




! for pj^opre who are respon- 

aMncy^ograms to fit * 
lo/ai Drganizational assist- 
address tne^. The package i^ 
j)hol program directors (or delegated 
staff) improve their skills in negotiating resources anc 
services and in planning anii administering their agency 's 
ongoing assessment activities, Jrainers in other fields, 
such as drug abuse) will also fipd the materials useful. 
The entire course is 26 hgufilong and consists of 10 
sessions that last from 1 to 2 hours each. The program 
takes 4 full train ing d^ys to complete. However, some 
trainees will already have the skills addressed in particular 
fjprts of this training program. Consequently, individual 
sessions or'various combinations may be selected to suit 
the needs, mterests, or time requirements of the partici- 
pants. The modef has three aomponents.:;^ Trainer. 
Manual, participant Workbooky And Resource Materials. 

« 

.1, Trainer Manual , ^» 

This book contains complete instructions and. 
resource referen-fies for deKv«rif*f*the PCR pro- % 
gram. It provides the following information. 
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Settion I gives details -. ?oui course conient a d 
methodology, the targe: audietK^e, apsumptic :s 
about training and trainers, and suggestions'f or 
wav_s of preparing to condudt the sessions. 

Section II describes ho-v the materials can 
shortened and adar)tec to meet i) art: cu la: 



needs. 



Section III contains instruc^tions and suggestion 
for conducting individual sessions and for using 
the matef^als. This secticJh is ^nte/ided to t^e ■ 
used as a rtudy guide before delivery. ^ 

Section /lA the appendixes, contains '^sample 
forms thaUcan be used assessing participant 
needs and in^preparing, conciucting, and evalu- 
ating the progranh. 

^ 2. Participant Workbook 

The workbook ponUins references and hand- • 
■ oijts us^4in the proration and delivery of the 
training sessions. Each participant should have 
a copy of the wor^kbaok or a copy of the appro- 
priate handout. 

5. Resource Materials V 

. Several books are directly related to the conten: 
of this course a/icfare recommei^ded for use b' 
^ the trainer. A listing of sessions for which these 

4 books provide background, and information 
about, purchasing them, a-e^lncfuded in^the 
appendixes. : ^ 



The National ^nter for Alcohol Education (NCAE) ^ 
dcvctopcd this.training package to provide those responsi- 
ble for training alcohol progrimn managers with Hi 
opportunity /to deepen their understanding of systehiatic 
aip'proachesfto the ongoing task of assessing community 
alcphokela»d needs and mobilizing community supporKs^ 
•p r+ie^ them. This course was pilot-tested twice a"t NCAE 
with representative participants from across tife country . 
Folk)wing^tbese trials, a revised version was field-tested 
nationally. The' present edition of PGR reflects what * 

^NCAE learned/about the program in both series of tesU. 
We ferrconflaent that the model now can meetthie needs 
of participants ^or whom the materials were t)repared. 
Flexibility has been built into the model to accommodate * 
the, time constraints and other spedal, circumstances we 
observed !n the field. When only adapted portions of the 

. course are conducted, the segments selected should 
correspond to the felt needs expressed most str ongly by 
partic ipants on the assessmfcnt forms in section IV. 

Whethe^ conducted'either in \xi entirety or in segments, . 
•the package can benefit people who: 

• are authorized to represent a program inV 
negotiating or trading off agency resourd(ps and 
services; / ■ 



•^iatod oroblems. Unit II pvoviaie^ instruction and prac- 
' tJie skills needed tc meet these needs through 
vOorc3j-:ated efforts with ^ttier community resources. 



Phase 



Community) 



lent 



• conduct issessmer^ts of a community 'salccjjioi- 
related problems: 

• ace responsible fotthe program's planning 
functions. 

The recorfjmended numoer of participants is 16 to 20. 
One trainer can manage i group this size for a day or * 
tworWe recommend using at least one additional trainer 
for training that runs for more than 2 days. The recom- 
mended training group size djvides into four small groups 
of four or five participants eacit for practice sessions. A 
single large room is adequate for the trailing if it is large 
errough for four or five groups to talk in conversational • 
tones without distracting each other, but tw^or three ' 
additional breakoff rooms are desirable. ' 

The coarse was designed fc - use by trainers who: 

• tj'ain ernployees delivering direct alcohol-related 
services; 

^ • train as part ophe overall job responsibilities; 

• train frequ^rTtly, bu : nownedessarily full time; 

• train nra^prs at le st oBcasibnally. 

The target audience for the program is managers (or at 
leasts those with delegated nnanageriar respon6ibilities)> 
so it is desirable, althoggh net absolutejy nedessary, that 
trainers have management experience. ^ . / 

B. ThesPCR-cUrrictflum 

The PGR curriculum is dTvfeed into two major units. Unit 
I presents the basics of assessipg a communityjs alcohol- 
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Overv/e'w or Cofrrjrna fifty Assessment (1 hour) 

The basic assu-^*rr..or|s of the course ari pre- 
sented, anc smi. group discussiqn^time is 
provided to .uiou Darticipants ample oppor- 
tunity to share their viewpoints with each " 
otheh This session identifies assumptions * 
about "community," the present state of 
alcoholism serv ces, and the science of public 
''ffdmir ;strati::Dn. . 

Data Profile I: Clients in Treatment [VA 
hours) / 

Using data brought with them from their 
agencres or :llents in treatment, participant^ 
begin to rec^^amine assumptions about the 
characterist: c%of the people they are serving 
and the neei' of the cornmunity at large. An 
instrument .z provided to gui^ the partici- 
panis in piecing t|pg^ther a new picture of 
the clients c-ing treated by their programs.. 

Qata Profile 7; Community Characteristics 
(2 h^urs) 

Participants assemble data about the com- 
munitjj||faey serve by drawing on factual 
evi4gjjUK)tained from demographic surveys, 
histflfRSTdat^, interviews, and qbseWations. 
An instrument is provided to assist partici- 
pants in constructing a compr^nsive com- 
munity profile. > 

r *^ 

Session 4. ^ Target Problem lde7\tificatiotr4^/2 hoCirs) 

Aft^a comparison 0/ the profile of yie newly 
reexamined^community (session 3) with the 
newly reexartiined client population (session 
2) pach paflicipant selects a ppoblem' in his/ 
htfr conrimunity not previously addressed by 
existirtfe servides^^e problem determination ' 
should inctude a newly idfentifiec^^ client 
group and a resource group not previously ' 
enlisted for service. 



Ser r\3. 



Session 



(Community) Group Assessment f^bdel (1% 
hoursr?, 

Particlpants are introduced to a sociologlial 
nfYodfi^for analyzing community groups by 

; applying 12 community characteristics to 
patterns of community life. They ^ply the 

, model by analyzing tfie participant group. 



Sess/on 6. (Ccfrr-rrsfn/ty) Group Assessment Application 

P^-t -r ., .i.t. f rj an^yze therr new problem group 
(se«rO»- b)^ writing a dcsQ-iption of it 
t acw^jTrfim :o the model presented la the pre- 

>. ' ' • * 

> r^hasKii: Negotiation Skills 

Although the foij ow tng 10sess;ons are Intendecf to be"^ 
used as a sequential jnlt,^a number of sessions can be 
grouped and used independently as^lndlcaterf'in section 
II. . ^ : 



Session 7. 



Session 2, 



Ov^/ew of hhgqtiation (2 hours) ' 

N^rgotiaiion Is Identified as an essential ele- 
rrtisnt in community planning and Interagency 
ccaiaooraticfe. It Isa learnable sRill, subject ^ 
to systematic planning and stage-by^^tage 
^Dlcmentation. The negotiation process is 
-r-'ned in terms of diagnosis, Initial contact, 
- r.a gfoljp problem solving. 

Hie Diagnosis Stage: A Teciinique [VA hours) y 

J'he theory of force field analysis is presente^T^/ 
as a diagnostic technique for problem identi- 
fication. Experience in the use of'the tech- 

^nique is acquired through exercises and 

ijrouD discussion. „ 



* implementation, accountability, and evalua- 
tion is identified as the critical aim of group 
problem solving through negotiation. 

Session.?, The Group Problem'Solving Stage: A Tech- 
nique (1 hour) > 

Participants Identify two-way communica- 
tion as a necessary component of successful 
negotiation by participating in demonstra- 
tions of one-way and two-way communica- 
. tion. 

Session 8. The Group Pro^em-Soiuing Stage: A ktra- 
tegy [VA hours) 

Partldpants participate in a competitive- 
collaborative simulation exercise and cite 
Incidents that exemplify different kinds of 
^ negotiation strategies. x 

Session 9, Application Tasfi:*A Negotiation Model 
hours) 

Participants build a model of the step-by-step 
process of negotiation, to be retained as a 
strategy guide In preparation for dealing with 
agencies and organisations with which they 
must collaborate!. 



Target Group Strategy 



Session 3. 



ission 4. 



"Session 5. 



Session 6. 



ie initial ContactS(age: A Preparation 
rechnJque hours) 

Participants discuss thAprinclples of goal 
analvsis as preparation foRthe contact stage 
of negotiation. They applyN^ese principks-v 
to a praclical work problem. > ^ ^ 

The Initial CcMtactJ^tag^: A . 
{VA hours) , ^ «/ 

After an initial contact rdleplay( participants 
analyze their cxpenence, us\/g a strategy 
, guide that contains crucial poiXts for conduct- 
ing an iirfitial confrontation. 

77?^ Group Problem-SoMng Stage: The ' 
Experience [VA hours) 

. Participants take* part, In a simulated group 
problem-solving situation, in ovditt tb experi- 
enpe what is Involved .when a group attempts* 

. to reaith a decision and to examine factors in 
the negotiation process. 

The Group Problem-Solying Stage: The 
Process, [VA hours) ^ 

Participants apply a model to analyze events 
that occurred during the previous simulated 
problem-solving experience. Consensus on 



Session 10, Application Task: 
(2 hdurs) > 

Participants apply the model developed in 
the previous session to the new problem 
I identified in the Community Assessment 
\ Unit, session 4. 

C. Evaluation Instruments- * 

^te Guide X^^^^^^ mc^of the evaluation Instruments admffils- 
" J tered to participants during course d^evelopment are - 
. , contained In sec^tion IV. To make additional copies of ^ 
the evaluation Instriiments, detach the appropriate pages, 
in section IV and duplicate them, or retype^them from 
the Nfanual and then duplicate. Each instrument Is 
discussed briefiy here. > 

\. Pre^nd PostcognitiyeTest . 

^ This instrument Is designed to measure the 
cognitive gajps th^t occurp^d over the 4ntlre 
^ course. It is to be adminislered to all participants 

before the training course and again as the last 
'^activity of the coursevin order for this to be as 
: accurateagageofgro^haspossible. It is Impera- 
tive that trainers cover, during instruction, ^11- 
thfe majorrpoints Ijsted in the session outlhes. 

PostsesslJn kating Form 

This form Invites comment from participants 
on the utility, effectiveness, and clarity of the 
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material of a particular session. It asks them to 
rate the relevance of the material to their needs 
and to make sugggestions for improvement One 
item rtlatcs to the effectiveness of the facilita- 
tor.* It is suggested that t^is fonfi t>c used only 
' ,for sessions of particula/interest to tlj^ facilita- 
tor. TTie rating form may be alternated with de- 
briefing sessions to give the facilitator*oral feed- 
back on the (Participants' reactions to the course. 
A few minutes at the end of the selected sessionj-. ^ 
• should be allowed- for completion of the form. 

}. Debriefing Guidelines 

T>ie questions on this form guide the facilita- 
tor in conducting a short, informal meeting 
with selected participants about the progress of ' 
the coupe. ' 

4. Final Evaluative Review 

This instrument provides for an assessment of ' 
the participants* perceptions^ the relevance 
, and utility of the entire training course or a % 
part of it and their overall reaction to it. It is 
^ administered at the efid of the entire course. 

D. Design Assumptions About Training and 
Trainers ^ * 

NCAE developed these materials based on a number of 
assumptions about "gooA training" and "good trainers." 

1. Good training accommodates aj^lts who are: 

• .independent 



• experienced 
' problem-centei:gd' 

• **now"-oriented. 

2. Good training, therefore, is: 

' • self-directed (the learner is involve<J in con- 
ducting the learning experience) 

• experience-based^ (learning activities are 

. F^anned around the participant's e^^periences) 

• problem-centered (learning centers on learner 
needs/^roblenjs, not on "covering" subjects) 

• immediate in application (learning darf be 
put into action directly). 

3. A good trainer plans the event by: 

• ' laying out overall training goal(s) 

• deciding who will attend (recruitment and 
" selection procedures) ^ - 

cllluior are used interchangeably in this 

/ ^ * - 
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^ assessing funding sources a^d costs to parti- 
cipants and assigning responsij|ttky for 
finances . 

' • setting the timpspan for training in light of 
costs, participants' needs and avail^ility, 
and trainer capability 

• determining^vthose strongly felt needs of p^ar- 
ticipants fKatfan realistically be (net withm 

"^^me limitations . , . -» 

• adapting the materials to focus on these , 
particular participant needs (Suggestions 
about adapting the materials are given later 
in section 11.^ 

attending to the logistical needs of par^ci- 
pants (food, lodging, travel, and so on) 

• arranging for adequate training facilities 

• acquiring ind testing required instructional 
equipment ^ ^ • 

• engaging the.^rgup facilitators and content 
" special is tslieeded to conduct the training 

coordinating the management and delivery 
activities ^of evet;yone involved in fJfenning 
idltmning the training program.* 

/good trainer prepares, ^ / 

5. A §ood trainer facilitates learning" by: 

• helping people feel comfortable -^.^ ' 
. • crfcating^ healthy learning atmosphere^ 

• being supportive, respectful, not judgmental 

• being aware of his/her own biases 

• giving participants some rein 
focusirrj^on participant's problems 

• drawing onpStfgipant's expePte^^e 

• providing practice in applying; learrtlnl 

• keeping a finger on the pulse of the groupS 
and individuals within it 

• dealing effectively with participants who dis- 
pfay behaviors that can impede group work 
orobstruct learning ' 

• surfacing and addressing the underlying prob-' 
l?msj>f the entire group or of subgroups when 
they adversely affect program progress 

• being a good training team member. 
How Td Prepare To Run PCR 



*The terms trainer and facilita: 
manual. 



«^a wjiole or in various session ' 
combinations, the facilitator should: ^ 



To prepare for the course 
itions, the facilita 

♦ review package contents 
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• read section I carefully * 

• ^piy suggestions on assessment/adaptation and 
, -select training focus. 

To prepare ibr each individual training session in section 
ill, it is s^^estqd^at the f<U:ilitator:» 

• (^Revifevfcf^e summary page and detcrmifie the 
. relationship of the objectives of the session to 
<nhe previous session and \Jb the oterall course. 

• Review the sequence of activities, the discussion 
poirits, and the materials several times before 
the session tb become thoroughly familiar with 
the session and its content 

• Make cue cards for use In the^sslons. The ; 
material^ in section 1 1 1 were designed for prepara- 
tion, not for delivery. Trainers are strongly 

^ encouraged to put presentation^ nvtcrial^nto 
their own words arid determine the amount of , 
detailed instruction they^ersonaily need. The 
trainer should use the Trainer Manual for quick 
reference. during group work and breaks. (Sfee 
sample cue card in the Appendixes.) 

Make sure that all the materials, equipment, 
and furnkure listed on the summary page are 
prepared or obtained. 

• Use flip^iiarts, which may easily be made by , 
writing or drawing with markars^on large-sierf" 
paper. If a tripod is not available, flipcharts can 



be taped or tacked on the wall. A chalkboard 
and chalk may be used instead. - 

Make sure any aiidiovisual equipment will be^ 
available and operational when needed If the 
facilitator isvto operate the equipment, ^e/she 
must knoVnp^ beforehand. 

Rehearse thi,presentatio()Hhead of time as if 
*the grotip wdre present Once the facilitator i^^ 

-sufficiently famiUar with the workshop contents 
and bick^round mat«tnaJ and has^cepirfedji^i^ 
her notes and key quesfc^pirtrfinal preparation 
step is to enlist a co)wtJrker,« frbcd, or family 
member to act as p<irticipant-audiej^e and run 
through ^all the sessions as in an~a^al work- 
shop. An audience of pne or twcfis not the 
same asla roomful ^f par^ipants, but this exer^ 

' else wiM give the facilitator a feel for th^ flow « 
of the activities, the pace and strwc^ure of the 
session, and the use of the session cue cards. If 
no' one is available to serve as audience, the 

' fadlitator should go through the sessions stcp- 
b/*step by himself/herself. 

Review cue cards (ormakethem up) the evening 
before d^li^ering the session. 

4 

Check the operation and placement of equip- 
ment, arrange materials anfl furniture as neces-' 
sary, and review cue cards one mor6 time before^ 
the arrival of the participants. 
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The sessions in this course wer^ constructed to be used, 
in seiquence over a 4-day period. However, they can also 
b4 Co^Uc ted at spaced intervals. Units I and II each are 
sieif-cpntaihed and can ht conducted separately without 
great difficulty. In addition, a niimber of sessions can be . 
put together and used as independent units or mihicourses 
that run for 1 or 2 days. And, as we will se& further on, 
certain sessions within either unit qac st^ncTalone^ 

\ 

. A. . Combining Sessions into Minicourses ' 

In circumstances where it is not feasible to present the 
entire PGR model or to conduct either unit I or unit II 
in its entirety, the facilitator can present minicQurses 
that consist of sessions assembled in various combinations 
to address these broad training issues; 

• How do we select high priority target groups 
for program focus? Whom should we be 
serving?— Mm/course A: Selecting a Program 
Focus 

• How do we analyze the problems of a selected 
taflrget groupl—M/nicourse B: Analyzing Target 
Group Alcohol Problems 

• How do we systematically plan to collaborate 
with other community groups in addressing the 
problems of a specifiy^target gvouipl—Mlnicourse . 
C: PlannhM To Work With Other Agencies 

• How do wAapproach and work with other . 

. agencfes andVcoups to foster effective collabora- 



tive approaches to selected problems?— M//?/- 
cotfrse D: Working With Other Agencies 

^ • How do we build a model and a strategy for 
dealing \Vith these agencuss and groups?— 
Mlnicourse E: Collaborative Models and 
Strategies , * 

The sessions that make up. each mjnicourse have been, 
combined to permit the facilitator to lead the participants 
^^1^0 4 resdiution of these issues in a reliable and methodical* 
way. Included in the description of each minicourse are 
suggeistions for.adapting the materials specifically for 
this kind of use by making alterations in the manner of 
presentation of the individual sessions in the course. 
These'ldaptation recommendations refer to the actual 
session outlines contained in section III of the Trainer 
Manual. The recommendations are given here as part of 
the treatment on adapting PGR to meet particular require- 
ments. A clear understanding of them will require that 
the facilitSator first study section III, Session Outlines. 

1. Minicourse A: Selecting a Program Focus 

Minicourse A is composed of: 

Session 1— Overviev^of Gommunity Assessment 
Session 2— Data Profile I: Glients in Treatment 
./ • Session 3— Data Profile II: Gommunity Gharac- 
' ^ teristics 

Session 4— Target Problem Identification. 

It is a 1-day course that should be ideal for alcohol pro- 
gram managers who are just initiating a program or are 
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reexamining agency goals and prioriti^. Modifications 
are not required. Note the dau participants need for the 
course. 

2. MInkourse B: AnQlyzing%rget Group Afcohol 
Problems r 

Minicourse B is composed of: 

Session 5-(Community) Group Assessment 
Model 

Session 6-(Community) Group Assessment 
Application. 

This is a half-day program that can help alcohol program 
mana*» who are satisfied they have identrfied their ^ 
prografn priorities but feel the need to examine the 
alcohol problems of selected groups more closcHyr. Jf the 
participants have not completed session 4, they should 
be instructed before coming to have in mind a target 
group they v/ish to analyze more thoroughly. 

3. MInicOurse C: Planning To Work With Other 
Agencies 

Minicourse C is composed of three sessions from 
^ unit II on Negotiation: 

Session 1 —Overview of Negotiation 
Sessiorr2-The Diagnosis Stage: A Technique 
Session 3-The Initial ConUct Suge: A Prepara- 
tion Technique 

This course can be conducted in a half-day and is designed 
for program managers who* have decided that their ^ 
.agency'sgoals can best be achieved with the, assistance 
and cooperation of other agencies. It erhphasizes the 
nefed for planning collfaborative efforts and explains how 
to do so constructively. The sessions require no modiTi- 
cation for u^ in the minicourse. 

4. Minicourse D: Worf^ing With Other Agencies 

Minicourse D i^conhposed of five sessions from 
unit II. . 

Session 4-The Initial ConUct Stage: AStrategy ' 
Session 5-The Group Problem-Solving Stage: 
The Experience 



Sesston 6-The Group' Problem-Solving Stage: 

Th^f^rocess - * , 

Jjsssion 7-Jhe Group Problem-Solving'Suge: 

\ A Technique 
^Session 8-The Group Problem-Solving Stage: 
A Strategy ^ ' / 

This* course can bej^^iSucted in 1 day. It is designed for 
program managers who contempl^ joint activities with 
other agencies to achieve program objectives.^ It pre- 
supposes that the agency has clearly identified its pur- 
poses and expecutions, resource reqmrements, available 
and unavailable resources, and alternalHce suppliers of ► 
the resources not on hand. This cpurse^r^mes that 
participantS'have gone through Minicourse C or already 
have the skills taught in that course. 

5. Minicourse E: Collaborative Models and 
Strategies 

Minicourse E is composed of the last two ses- 
' sions of the Negotiation unit. * 

• Session 9-Application Task: A Negotiation 
Model 

Session lO-Application Task: Target Group 
Strategy 

This course can be conducted in half a day. It is designed 
to help participants apply the negotiation theory and 
skills preser\ted in the previous sessions of unit II. Parti- 
cipants are presumed to have attended these sessions or 
to have the necessary theory and skills. Participants 
* should also have identified a community agency which 
they intend to approach and work with to meet'a specific 
target group need. 



B., Using Individual Sessions 

Some individual sessions can sUnd alone. These are listed 
in the table that follows, which gives the number and 
name of each session, what participants will gain from it, 
brief adaptation recommendations, and the time needed 
to conduct each session. 



Session 



Recomhjendatlons 
for Adaptation 

y 



Time 



Cojpmunity Assessment 2; 
DaU Profile I, Clients in/ 
Treatment ; 



Community Assessment 3: 
Data Profile II, Community 
•Characteristics 



Community Assessment 5: 
Group Assessment Model 



Community Assessment 6: 
Group Assessment 
Application 



Negotiation Skills 2: 
The Diagnosis Stage: A 
Technique 



Negotiation Skills 3: 
The Initial Contact 
Stage: A Preparation 
Technique 



Know how t^ develop a 
p rogram m ati cal I y; u sef u I 
profile of ^oprfe being 
served from existing agency 
data. - . iv' 

0 

Know how to construct 
a comprehensive community 
profile. ' . ' 



Mbdify A, Opening Remarks 



Know how to.analyze the 
characteristics of a community 
as a context for interpreting 
data about alcohol problems 
through application of 
Connor's Social Compass. 

Practice applying the Social 
Compass to a specific 
problem in a community. 



Participants Jearn to dissect 
a selected problem to expose 
Avenues of possible collabora- 
tion when they cannot solve 
italone. 

:> 

Know how to clearly articulate 
one's own agency's program 
goals and collaborative expec- 
tations when beginning work 
with other agencies. 



When either session 2 or 
session 3 is run without the 
, other, a brief explanation 
of the rel^onships between 
^th^ two profiles should be 
made! 



Though ideally run \yith 
session 6, this session does 
equip one to conduct the 
process. Participants shpuld . 
be encouraged to apply it on 
their own. 

If this session is not used in 
conjunction with session 5, 
it should be preceded by a 
minilecture on Connor's 
Social Compass. 

Stands alone quite well. 



Vh hours 



2 hours 



1% hours 



Vh hours 



VU hours 



Use as is. , 



VU hours 



1- 



Session 



Bxpected 
Outcome 



Recommendatfbns 
for Adaptation 



^Tlme 



Negotiation Skills 4: 
The Initial Contact 
Stage: A Strategy 
Guide 

Negotiation Skills 7: 
The Group Problem- 
Solving Stage: A 
Technique 

Negotiation Skills 8: 
The Group Problem- 
Solving Stage; A 
Strategy 



Know how to approach 
potential collaborating^ 
agency representatives. 



Know how to foster two-way 
communication with represen- 
tatives of other community 
groups, 

Know how to negotiate 
differences that ^erge ^• 
dyring collaborativ^sT 
endeavors. ' 



Use as is. 



1 V2 hours 



Use asJs. 



1 hour 



Use as is. _ 



VA hours 



The assessment instruments and tabulation forms in 
section IV can be used by the trainer to find out which 
minicourse or session(s) his/her prospective trainees 
would like to cover. 



The content and methodology of other sessions can be 
use3 alone or in combination by the resourceful facilitator 
in creative ways that serve his/her own training situation. 
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SECTION Ill- 



Session Outlines 



Phase I— Community Assessment (CA) 
Phase I (-Negotiation Skills (N) 

I Program ^Goals 

Participants will understand and apply the basic skills 
needed to ' ^ 

^ • systematically assess a community's alcohoU 

^ ' related needs 

• negotiate the collaborative involvement of 
community groups to solve alcohol-related 
problems. 

They wilKdemonstrate their assessment competencies 
reexamining agency priorities and collaborative arran^ze- 



ments and by doing a comparative analysis of information 
on clients in trejitment/ the community at large, and 
national prevalence data. 

They will demonstrate their negotfation capabilities by 
developing and practicing planning and implementation 
strategies that foster collaborative activities among 
community groups. 

REMINDER: Section 1 1 Ms intended for the trainer's use 
in preparing to deliver a session. Trainers should make 
their own presentation cue cards as they prepare to deliver. 
(See example in section IV.) Participants need to bring 
their current grant application or agency planning docu- 
ment and supporting data for participation in sessions 2, 
3, and 4. ^ 
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0^1 Overview of Community Assessmenh^ 

• s*i _ : - • ^""^ ' ' ' ". . ^ 

GOALS/OBJECTIVES: Participants will understand thfe yalue of examining the makeljp hf thcirtommunities using a 
systematic c^mmuoity assessment pr5pcdMfe. , " 



^ Participants will name the four b4sic asiuniptions uporC which the community assessment 

scries of exercises is based and explain briefly why tfiey are irhportant 
. • . ^ , ^ • . . - ^' ^ ■■■ * . 

TIME REQUIRED: 1 hour ^ ^ 



EQUIPMENT; 

(MATERIALS: ( 

(All handouts and 
refeferKcs are found in 
Participant Workbook.) 



Easel, newsprint, fSl^pens 
Handout 1, Basic Assumptions 



PRIKTaRY METHODS: Small group discussion, audience reaction panel 
MEETING 

ARRANGEMENTS: Drawing Si-Theater setup (use for panel exercise) 

Drawing 4-Workshop setup (See "Illustrations of Various Meeting Arrangements" in section 
' , IV, page 135, of this manual.) 



I 
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Session CA 1 



— ^- 

Mat^ials 



Time; Sequence of Activities 

i ! ' 



5 hiin. 



Opening remarks/ — / 

State purpose of this session. ^ 



r 



IQmin. B. Outlin^the basio^ assumptions 

/r 1. Referring t1» prepared flipcharts, highlight 
the four assumptions using the information 
in handout 1 as lecture content. 

See opposite for the recommended manner 
of presenting matjerial. 



* Bl, Flipcharts— Basic 

Assiynptjons (prepare 
from handout 1 ) W 



25 min. C. Small group discussion 



15^ln. 



1. 

2. 



3. 



Distribute handout 1 , Basic Assumptions. 
Divide participants into four groups and 
have each group select one of the four areas 
for their discussion. 



State that individuals are t^ share with each 
other an experience or a coijicrete example 
of the assumption for their ^roup, 

4. Have each group select a spokesman to 
represent them in a panel discussion with 
|,he facilitator, to follow the small group 
.discussions. 

Panel discussion 



CI. Handout 1, Basic } 
Assumptions ^ 
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" ' 'Overview Df^Comrrtunity Assessment 



Points for Discussion 



those b^ic assumptions o^which the ^ries of sessions 



A. ^ Openirfg remarks ^ « 

^ ■ • ^ \ ' . 

Thejmrpose of this session is to identify _ 

oi>^community assessm^t is^ based. ^ 

B. Outline the basic assumptions 

. , ' . • - • . . ' ' i . . ■ ■ . ■ . 

2/ Present the assumptions in a straightforward martn^r to avoid prolonged debate. Avoid • 
sounding accusatory of the participants. Do not offer tlie assuhiptions for approval ort«^s* 
approval^ Point out that the source of these assumptiotis is afield survey, conducted by the 
authors, and together the assumptions form the rationale for the program*. Our purpose is to 
privide the trainees with an opportunity to be aware o^the assumptions and to discuss 
them. 

> * i \ ' ■ ^ ■ ' 

C Small group discussion ^ ^. ^ 

The choice of a comfortable discussion topic fpr eacji group is important, ^ut try to cove 
four areas. ^ 

It is important that thi$ session have a brisk pace and purposeful set to establish acceptance of 
the foundations of the course. V 

I • r 



Panel discussion V ^ 

Allow for free discussion. Encourage debate Jnd disagreement. Some stimulus questions 
used: 

• What experiences were described? . 

• Did anyone disagree with an assumption? ^ . 

• Did anyone feel, "It's about time someone addressed this issue!"? - . 
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■ Si: ^ 



r 



if 



Time ^ S^qu^noe of Activities . ' w Ma^rial^ 

^ * ♦ " • 

,D. (Continii^) 

• . ^ - , ^ > ^ • ! MLW 

. ' Five members composed of, the facilita- 

. ' tor and tire spokesman from each' of the » 

foiir grdupVdiscuss the qyuesti'on, "What 
tf!^id you hear i|) your grolip?" «^ 

2. Th^restof the participants, the audier)^ 
h^step and ask questions appropriate. J 

10 min. E. Sequence of activities for community assessment 
sessions ^ , ] 

^, Review the major content points to be 
covered listed opposite. , 



Review the sequence of topics. 



h. ;-^,f;-.7'-^;,-' • ' 



|._ X v\ V Overvie w o4 Commurnty Asse^ment 



Points ^er Discussion ^ ' c " ' \ 
^ 



^ D, ^ (Continu^) ^ 



J ... • 



it>Js 



Sequence of activities for community assessment><^ions 
' 1, Content <^ ^ 

a. An analytical reexamination of the population of one's own com^nunFty and the treat- 
ment programs which serve it 

b. A comparison of these t > identify possible new needs, 

c. An analysis of a newly identified target group and resources to serve 
2. Schedule 

a. Overview (this session) 

b. Data Profile 1 : Clients ' Ti^tment ' 
Data Profile 2: CommL-->ity Characteristics 



r. Comparison of both pr files to identify groups needing treatment bift presently not bein^ 
served 

e. Selection of target groL o 

f. Analysis of tareet groUD 




Session CA2 



Data Pr^il^ 1: Clients in treatment ' 



\ -- 



GOALS/OBJECTIVES: -(Jsing only the'aa^ they can provide abbut tbei^clients^ti treatment participants^ilf draW 
prografnmaticalTy relevant conclusions about ooTpopulation tfiey are serving. 



TIME REQUIR 
EQUIPMENT: 



1 houc, 35 minutes 



Handout 1, Data Profiiyi: Cl^nts in Treatment 
Hand6ut^Ar;iiysis of Treatment Population Characteristics 
Participant ag cy data grant application or current agency plan) 



\MAT|RIALS: 
(All handout!^ and 
references are found 
in Partici pant 
WorSpook. Agency 
data are to be brought 
by participant.) 

PRIMARY METHOI^S;^ndividual Usv. assignments, large group feedback 
« 

MEETING. ' ' 

ARR^GEMENTS: Drawin|2, Classlbom 4tup^ 



(See ^'Illustrations 3f Various Meeting Arrangements r ction IV.) 
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Session QA2, 



TiTjfm ' Sequence 'of J Activities 



- Materials 



5^min 



30 min. 



35 min. 



A. Opening renrfarks 
^ (iQrposi of the session^ 



B. Clients in treatijient data profile 

1. Distribute handout 1 and review 
, introduction. 

2. Make certain everyone understands the 
exercise and answer questions. ' 

3. State that 20 minutes will be allowed for 
inc^jviduals to complete the profiles. 

C. Analysis of treatment population characteristics 

1. Distribute handout 2 and review 
introduction. 

2. Go over the examples for cultural and 
economic population, and so on. 

3. Allow 20 minutes for the participants to 
fill in the conclusion section ofliandout 
2, ^ ' . 

" 4. V Allow 5 minutes for a composite of the 
treatment population to be written. 



/ 



Br 



Handout. 1, Data Pro- 
file 1 : Clients in 
Treatment 



CI. 



Handout 2, Analysis of 
Treatnient Population 
Characteristics 



25 min. D. Summary 

1. Ask two or three participants to review 
their conclusiort^and composites. 

2. . Facilitate group consideration and 

discussion. 

> 



\ 



.y ' Dafa Profile 1:GHents'in Treats - 



■ I. 



Rpints for Discussion " ' ' ' r t- • . X ' 



Opening remarks 



. This session is designed a? the first stpf^^^uiding the participants in examiiiinc the makeOptof ' 
the communities their piVograms^erye, by getting a picture of the cfients inclOd^d ih their pro- > 
granris. From this picture one can begin to draw tentative conclusions about th^comm i 
large. The questions to be answered in subsequent sessions on Qommi/^^ity Assessment deal with \ 
'identifying areai of the community fhat require new or additional alcohol program services. But • V 
for the purposes of this^session, information is needed only about clients presently in treatment, 
B, Cliejjts in treatment dataprofile 



See introduction on llandout 1, ^ * 



r 




nalysis.of treatment population characteristics ^ 

From the answers on Data Profile 1 , the participants are to attempt to draw conclusions about 
the people they are servingi Mention ^hat while participants may not b^able to draw totajly 
accurate conclusions every time frd^i the^Tfformation on the data profile, the objective is to' / 
begin to have a clearer picture of the people they are serving, - ^ ^ 

Later sessions^l help to identify possible fieglected areas of alcohol abu^e. 



ft , 



D. Summary 

Have participants j^iscuss usefulness and accuracy of the analysis procedure. ^ 




Session CA3 




-v. 
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;: :r -.Community; Char^ctenstic^ 1 



. GOALS/OBJECTIVES: ParticipantkVilf^e able toA-' ' ■ ^ ' " ^ * ' V'-' V" " V / ^ " L- 

- , • ■ ' • A ■ *• • t' P - '^ , 

' • ; ^' ' * ■ — ' l^**^-^** ^^^'^ Cpmmunfties^in terms of existin^commiuiity ■issessmeot^a'ta g" demo- ^ 
^ v' • -V yaphic, historic, and so foFth.f- >*-' . - ^ \-i8,. .00 . 

^ , . ^ * . • ■'. . ■ - •- <.'-'•- 

. TIME REOUIRED- .'^')h^.,„ c.^:_..»-, 3 • . - 



TIME REQUIRy?: •'^2 hc^urs, S^minutes ^ 
EQUIPMENT: \ j 



.Handout 1, Data Profile :?;-Community Characteristics 



MATERIALS: 
(All handoutsoarnd 

references are founds Handout 2, Target Problem Inventory 

In X^t Part icipant ^ \ ^ , / • 

IZt'^^'fnif^'^^ '^'''L'^P^"' application or current agency plan) an5 community demo:^ 

data are to be brought . graphic and other dau y ^ " ^ 

by participants.) 



PRIMARY METHODS: Individual task assignments within groups 



I MEETING '^^ 
f ARRANGEMENTS: Drawing 4, Workshop setup 



(See "iriustrations of Various Meeting Arrangements" in section iv4' 
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Session CA3 



— T" 



Time Sequence of Activities 



1 



Materials 



lOmin. . A. Opening remarks • ■ 

1. State the purpose of this session. 

2. Define community profile.- 



Link with previous session and following 



session. 



50 min. B. Community characteristic^ data profile 



lOmin. 
30 min. 



■-. : 1. Distribute handout 1 and give participants 
time to read it over first without filling in 
the answers. 

2. Cover x^oints opposite. ^ 

3. Answer questions about form^ 

4. Bre<ik group into small work clusters (3 or 
4 each) so that those who do ndt have 
backup data can sample the kind of data 

;V available. 

5. Have participants fill out Data Profile 2* 
Break 

C. Group discussion 

9 ^ . " 



&1. Handout ^, Data Pro- 
file'2: Community 
Characteristic's 



24 3, 



27 



Data Profile 2: Community Characteristics 



Points for Discussion 



A. Opening remarks ( 

1. The purpose of this session is to assist participants in drawing a better description of the 
to^l^mmunity. ■ ' ■ 

. 2. Such a community profile is one based on factual Evidence obtained from demographic 
. ) surveys, historic data.interviews, and observation. s p 

A profile is accurate to the degree it is based on reliable data, free of bias and misconceptions. 
3. This session guides participants in developing a profile of a community at large knd in 
isolating neglected problem areas. i b »' 

^ Following this session, both profiles will be compared to evaluate how well present treat- 
ment pro^-ams serve the total community's alcohol program needs. 

B. Community characteristics data profile 

Tdl the participants to use thetommunity profile data which they brought with them as backup 
data for their answers. They may guess if they do fiot have data, but should indicate what the 
hunch IS based on Members of each small group may use each other as data resources if desired 
Participants should complete a profile for their own communities. Stress the importance of the 
reliability of resource data: For each question, both the answer and the data source are major 



Group discussion 

Answer questions and conduct group discussion as appropriate and desired by the group. 

■ ■■• ' • ■ . ' ' ' ■ ■■ • ■ ; 



* ■ - ■ . ■ • ^ > 
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^^ession CA3 



Time ' Sequence of A(^ivities Materials 

20 min. D. Tacget problem inventory 

. 1 . Distribute handout 2 and review D1 ; Handout 2, Tareet 

' introduction. Problem Invent^ 

2. State the purpose of this activity. 

3. Have participants fill out Target Problem , 
Inventory. 



5 min. , E. ConcludingYemarks 



' 26 
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9 



2^ 



.A 



Points for Discussion 



d. Target problem inventory 



Jin fS?!Jh.H T^. «:o'"Pl«ted only after the broad community profile (handout 1) has 
been finished. The second handout builds on the first. In the previous exercise, the total 
community was surveyed: in this exercise, the goal Is to Identify problem are^' and arSs of 

E, Concluding remarks 

Review what has been produced thus far: 

• Profile of treatment community ^ ' ^ , 

• Profile of larger community 

• List of problem areas or groups 

Tell participants to keep the two profiles and the inventory and bring them for use in the next 
session* 
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Session CA4 



Target Prbblem Identification 



X 



GOALS/OBJECTIVES: Each participant will 

1. select for study a target problem group not previously addressed by cxis^ng services 
i identify a resource group not previously enlisted for service- ^ 

TIME REQUIRED: 2 hours, 35 minutes 



EQUIPMENT: 

MATERIALS: 
(Ail handouts and 
referen ces are found 

\il%Piartlclpant 
'Workbook, except 
hanckHit 3, (See 
sectibfi IV. Trainer 
Manuci) 



Handout 1, Target Problem Inventory (blank forms) 
Handout 2, Target Problem Selection Form 
Reference 1, Completed DaU Profile 1 (filled out in session 2) 
Reference 2, Completed DaU Profile 2 (filled out in session 3) 
Reference 3, Completed Target Problem Inventory (filled out in session 3) 
Handout 3, Collaboration Checklists 

Participant Agency Data--current grant appllcation'or basic agency plan 



PRIMARY METHODS: Individual tasks, small and large group discussion 

IMeeting ' 

ARRANGEMENTS: Room 1 , Drawing 4, Workshop setup (tobies for two persons) 
Room 2, Drawings, Informal Discussion setup 
■ ■ (See "Illustrations of Various Meeting Arrangements" in section IV.) 




Session CA4 



Time Sequence of Activities ^ Materials 

5 min. A. Opening remarks . * ' 

1 . State purpose of session. 



2. Describe sequence of activities. " t 



\ 



5 min. 



20 min. 



B. Target problem identification 

1 . Distribute blank copies of handout 1 , 
Target Problem Inventory, to each 
person. 

2. Divide all participatits into pairs. In an 
Cineven numbered group, e.g., 15, 17, 19, 
one three-person group will be necessary. 

3. Each person exchanges his/her completed 
Data Profiles 1 and 2 with his partner, who 
uses them to complete a Target Problem 
Inventory, based on the information provided 
on the two Profiles. 



10 min. 



30 min. 



15 min. 



After each person completes a new inven- 
tory, he returns the profiles and exchanges 
the new inventories. Each person carefully 
compares his own inventory with his partner's 
version. ' 

Partners discuss any discrepancies in the two 
versions of the inventories and give reasons 
for the discrepancies. 



B1. 



83, 



Handout 1 , Target 
Problem Inventory 



Reference 1, Data 
Profiles (completed in 
session 2) 

Reference 2, Data Pro- 
files (completed in 
session 3) ' ^ 
Reference 3, Target 
Problem Inventories 
(completed in session 
3) 



Break 



30 



32 





Target Problem Identification 



PointdJjr Dficussion 



A. Opening remarks _ ^ 

1 . The purpose of this session Is (1 ) to reexamine the rnany assumptions inadvertently made - 
about treatment services, and (2) to identify a target group to be the focus of the final session 
on community assessment and the following sessions on negotiation. 

CM^ special value will be the selection of a target problem not previously considered by your 
organization. Perhaps this target problem will be uncovered by your own analysis, to be 
shared with you by your partner in this exercise. 

2. The exercise will proceed as follows. Participants will: 

a. Analyze a selected colleague's two data profiles; 

b. Complete a Target Problem Inventory for that colleague's community using only the 
data supplied by the colleague's two dat^profiles; 

c. Discuss and compare with the partner|he two versions of the Target Proble^n Inventory ^ 
(the colleague's version and the person's own, as completed in session 3). 

B. Target problem identification 




4. ^ This comparison is a major learning phase of the exercise. Participants need time to read 

their partners' versions of their problem areas and to compare them with their own versions \ 
' before discussing/ainy discrepancies. 

5. The purpose of th^iscussion is to identify possible target problem areas previously un- 
recognized or neglected. Trainers should circulate to encourage discussion. 




Session C^4 



Time Sequence of Activities 



Materials 



30 min. C. Large group discussion 



10 min 
1$ min 



D. 



1. Have participants sit in a large circle. 

2. Go aroijnd tbe circle and give each per^n 2 
nijnutes to answer the question, "What 
taj^get probl^s did your analysis and your 
partner's uncover?" 

3. Encourage comments on any individual's 
target problems. 

Conclusion / 

^1. ^pistribute Target Problem Selection Forms 
and explain them. 



D1. Handout 2, Target 
^roblem Selectio 
Form 



5t -t^L 



15 min. 



2. Allow time for completion. 

3. Have each participant announce his choice 
and discuss as appropriate. 

4. Ask participants to take these checklists 
with them, to review them later, and to 
augment and modify them to suit the- 
circum^ances in their communities. 



D4. Handout 3, Collabora- 
tion Checklists 



f 



Target Problem Iderttification 



Points for pise ussion ■ 



urgergreup discussion ' ^ 



Tr?4ner keeps this moving^o it can be completed in about one-half hour. This activity is import- 
,ant, for it provides an opportunity for broader consideration of each person's conclusions 



D. Conclusion ^ 

1 . .Each participant Is to select a Urget group to analyze further and to list a possible resource 
group to help solve the target group problem. Preferably the target groupand the resource 
group should be those not worked with previously. 

The target problem will be used In the next exercises on community group assessment and 
in the later negotfatlon exercises. 

■ ' - ■ ' ■ * ■ ' ' *> 
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Session CA^ Group Assessment Model 



'GOALS/OBJECTIVES: Participants will analyze and describe themselves as a group, ush»g the\2 elements of th4 
Connor assessment procedure. 



TIME REQUIRED: 
EQUIPMENT: 



MATERIALS: 
(All handouts and 
references are found 

\t\ Participant 
Workbook.) * 



1 hour, 45 minutes ■ , . 

Flipchart 1 , Social Compass (prepare ahead of time-^se reference 1 ) 

Flipchart 2, 12 Elements of the Social Compass (prepare ahead of time— use reference 2) 

Handout 1 , Group Assessment Trial Worksheet 

Resburce Material, Understanding Your Community % 
Reference 1, Social ColK^ass ^ 

De 2, 12 Elements of the Social Compass 
Reference 3^ Definitions of Elements 



PRIMARY METHODS: Lecture, small group work 



MEETING 
ARRANGEMENTS: 



/ 



1 Room, Open horseshoe. setup ^ ' 
1 Robm, Drawing 4, Workshop setup 
1 Room, Drawing 5, Theater setup 

(See "Illustrations of Various Meeting Arrangements" in section IV.) ^ 
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SessionCA5 \ / 



Time Sequence of Activities Materials 



5 min. ; A. Opening remarks 



Explain the purpose and method of the session: 



30min. *B, 



1 . To present a method of assessing or 
analyzing the community for the 
collection gf relevant information. 

2. To-pfactice the application of the model 
by assessing the present partjcipaht 
group. 

Twelve elements or characteristics of the 
community 

1 . Briefly describe the social compass, using 
flipchart 1. 



81. 



Flipchart 1, Social' . 
Compass (See referenc^ 
1 to prepare.) 



1 hour 



"Review the 12 elements and their defini- 
tions, using flipchart* 2. (Reference 3, may: 
be used to assist in the presentation.) 



3. Encourage group participation. 

Exercise for group self-assessment 

1 . Explain the purpose of the exercise. 



52. flipchart 2, Twelve 
elements of the com- 
munity matrix (See 
reference 2 to prepare.) 
Reference 3, Defini- 
^ifions of elements / 



2. Describe task. (See opposite page.) 



Distribute handout 1 , Group ' C3. Handout 1 , Group 

Assessment Trial Worksheet J Assessment Trial 

Worksheet 
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Group Assessment Model 



Points for Discussion 



. Opening remarks > 

Now that participants have identified a probl^ target ||^up, they will analyze it in a manner . 
similar to the program and community analyse. . j 

The purpose of this session isyn>*become familiar with, a specific group analysis mdid, one 
selected from several that may be used/ This particular model was developeH^by Desmond Connor 
and ipoks at a-group or community from a broad sociological perspective. 

Connor's approach is to examine various social patterns of a community (education, government) 
from 12 different views. This makes it possible to develop a useful profile matrix, applfcable to 
any size group. 




B. Twelve elements or characteristics of the community 

1 . On-the chart are listed the 1 2 elements used for community assessment. The cjrcle empha- 
sizes they are interrelated: One element affects the others. For example, the history of a 
community could be linked to its knowledge and beliefs, and these in turn affect values and 
sentiments. Some or all of these elements or characteristics may be used to analyze different 
patterns of community life. 

2. , Define th^ elements of the social compass. Use examples for each element drawn from a 

Ickal community. For instante, to illustrate recorded and informal history, the trainer might 
say, "Recorded history tells us our population has tripled in the last SO years. However, 
when I talk Tnformally to an elderly resident who tells me his house in town was a country 
farm when it was built SO years ago and had no waiter, lights, sewer, or road, th& facts have 
new meaning and implications." ^ 

■ . 

C. Exercise for group self assessment 

1. The group^actices applying the Connor model to see what they can learn about their own 
training group. 

2. On the prepared Group Assessment Guide, each small group is to complete a profile descrip- 
tion of the training group, trainers included. Later groups will reconvene to compare assess- 
ment profiles. y 

Each group is to select a leader to elicit participation from each member. Each group is to 
select a recorder to take notes anc^Jater report to the large group. 

' 3. The elements listed in the Group Assessment Guide correspond to the 1 2 elements on the 
flipchart, which have just been defined. 
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Session CA5 



Time Sequence of Activities 



Materials 



4 mirr. 

r 



C. (Continued) 

4. Divide participants into groups pf three. 

5. Give groups 30 minutes to complete 
guidejr" ' 

6. .J^econvene groups and give each recorder 

10 minutes to report findings to the 
total group. / 

D. Summary ♦ * ' 
Review purpose and highlights of session. 
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^ • ^ . ^ • Group Assessment Model 

Points for Discussion 



C. (Continui 



6. Small groups' reports should be compared. Note similarities and differences. 



D, Summary 7 L 

The process the group has just gone through is largely one of looking at a familiar gjbject or situa- 
tion again and again, from a variety of approaches, with the objective of finding new data upon 
which to base new perspectives and insights. 

In the next session, this process will be applied to the target group eabli participant has selected 
for analysis. ^ 



\ 
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SessioflpAe Group Assessment Application 



GOALS/OBJECTIVES: Participants will analyze a selected problem target group by writing 9 description of it based 

* * on the Con/ior model of cornrnunity assessrnent The description must include: ' 

^ ' 1^ a statement of the special nature of the alcohol abuse problem of the described grpup; 

2. a notatjon of any information gaps encountcjjcd in assessing the group; and .; 

i 3. a listing of resources (organizations, etc.) within the community which can assist in treating 

the alcohol abuse problem. * ' - . 



TIME REQlflRED: 

EQUIPMENT: 

MATERIALS: 
(All handouts and ' 
references are found 

in Participant 
Workbooli,) 



1 hour, 30 minutes 
.^asel, flipchart 



Handout 1, Group Assessment Guide 

Reference 1^ Target Problem Inventory (filled out in session 5 arid brought to this session) 



PRIMARY METHODS: Lecture, individual tasks 



I MEETING 

^ ARRANGEMENTS: 



Room 1, Open horseshoe setup * V 
Room 2, Drawing 4; Vyorkshop setup 

(See "Illustrations of Various Meeting Arrangements" in section IV.) 
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SessilonCAe 



I 

1 



Time Sequence of Activities 



Materials 



10 min. 



10 min. 



Opening remarks ^ r 
Review the purpose and sequence of the ^ssion. 

1 . The purpose is to closely examine the 
characteristics, needs, and resources of one 
group of people'Within a community. 

2. The sequence'^f activities will be first a 
review of the k^ses^ment procedure and 
then for each participant to use the pro- 
cedure to assess his selected tar{;et 
problem group. 

Review of group assessment guide 



H 1 hour 



10 min. 



1. Distribute Handout 1 /Group Assessment 
Guide. , 

2. Allow participants to read through the 
guide quickly. / 

3. Answer any questions group menibei^^iiay 
have ^bout tfie guide and its applicatioifv 

Work on task assignment 

Each participant spends 1 hour filling in the 
assessment guide, page by page. (Target 
prfablem inventories filled out in session 3 
may be helpful.) 

Summary 



. B1 . Handout 1 , Group 
Assessment Guide 



C. Reference 1 , Target 
Problem Inventory * 



1 . Ask for comments and lead discussion 
about difficulties and value of the task. 

2. , Ask for volunteers to share their 

descriptions and photocopy them for 
distribution to the group. . 

^ 3. Explain that each person wifl use his/her 
« , target group assessments Jater in the 
program. , ^ 
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Group Assessment Application 



Points for Discussion 



Opening remarks 



1. Now that participants have reexaminecl their communities and the alcohol program response 
to community need> and characteristics and have identified a target problem group in that^ 
community, they are ready to look closely at the selected target group. An important out- 
come of this process is the identification of previously unrecognised resources to assist in 
providing services to that group. 



B. {(eview of group assessment guide 

This guide presents a structured format for applying Connor's 1 2 elements of community assess- 
; ment to the problem group selected. / 



C. Work on task assignment 

Participants may work individually or in groups. The more detail that is included the better. 



D. Summary 



The assessments ^il I be. used during the Negotiation sessions of the course. If any participants 
were unabje to complete the package in the time allotted, they may wish to do so on their ewn^ 



time. "~ • 




Session CA6 



Time Sequence of\ctivities 



Community assessment wrapj^^v 

Review the major purpose and ouTCome of 
each community assessment session as it fits 
into the framework of this part of the course. 

Elicit information opposite from participants 
and write it on a blank flipchart. 



■J 
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y Group Assessment Appjication 

Points for Piscussion 



E. Coihfimunity assessment wrap-up 

1. Data Profile 1 : Clients in treatment 

^ Purpose: To get a picture of present treatment programs and clients being served. 

2. Data Profile 2: Community characteristics ^ 

Purpose: To get a better picture of total community needs. 

3. Comparison of profiles 1 and 2 

Purpose: To uncover possible gaps in treatment services. 

4. Selection of target group 

Purpose: To isolate a significant problem group for further assessment. 

5. Analysis of target group i ^ 

Purpose: To apply a systematicVrocedure to the analysis of the needs and resources rele- 
vant to a specific target group ;n the^ommunity. 



T 



V 



■ // 



ERIC 



45 



Session N1 



Overview of Negotiation 



GOALS/OBJECTIVES: 



T 



TIME REQUIRED: 
EQUIPMENT: 



MATERIJ^: 
(All ^an^K and 
refcrencdSre found 

in Participant 
Workbook.) 



Participants will demonstrate their awareness that a negotiatioryhas a greater chance of bring- 
ing about collaboration and resolving conflict if prepared for systematically. 

Participants will be able to 

1. |iescrite a three-stage process of negotiation: diagnosis, initial contact, and group problem- 
solving. 

2. compare negotiation and the use of power as alternative strategies for a confrontation type 
of conflict resolution. 

1 hour, 45 minutes 

Easels, newsprint, and felt pens for trainer and for four groups % 

Flipchart 1, The Negotiation Process (Prepare in advance; see D, under Points for Discussion.) 
Reference 1, Conflict Resolution Strategies 



' PRIMARY METHODS: Lecture with flowchart, large group discussion, small group tasks and discussion 



I 



MEETING 
ARRANGEMENTS: 



Drawing 6, Informal Discussion setup 
Drawing 4, Workshop setup 

(See ^'Illustrations of Various Meeting Arrangements" in section IV.) 
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SessltjnNT ^' . J 

* • ' ■ 

Time Sequence of Activities Materials 

lOmin. A. Open in|^ remarks 

<^ , 1 . State purpose and goals of the series of 
sessions on negotiation. 



2.* Review sequence of exercises for negotia- 
tion sessions, as follows: ' 



^a. Overview of Negotiation (this session) 

b. The Diagnosis Stage: A Technique "^^^ ^ 

c. The Initial Contact Stage: A Prepara- 
tion Technique 

d. The Initial Contact Stage: A Strategy 
Guide 

e. The Group Problem-Solving Stage: 
The Experience 

f. The Group Problem-Solving Stage: ^ 
The Process^ 

g. The Group Problem-Solving Stage: A 
Technique 

h. The Group Problem-Solving Stage: A 
Strategy 

i. Application Task: A Negotiatioji Model 
j. Application Task: Target Group Strategy. 

5 min. . B. Goals of the overview exercise 
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dverview of Negotiatibn 



Points for Discussion *' 



Opening remarks A " 

1 . The purpose of tJigWond half of the training program is to study how collaborating groups 
relate to each other. For eXapiplQ, how does VGroup A" start a working relationship with 
"Group B." Central to this process is the skxWsy^ negotiation. We will examine negotiation 
from the pdint of view of the program manager who finds that he must often collaborate 
and coordinate with a variety, of individuals and groups on behalf of his program. 

The goal is to demon strate that negotiation is a leafnable skill, and that thorough prepara- 
tion for it is tfTTBeshfiuarantee of achieving desired objectives. , ' 

2. Over the next 2 days, Several management? planning tools Viseful in preparing a negotiation 
strategy will be identified. Participants will practice their ^se and develop some personal 
step-by-step guidelinwi to use when they return to their jobs. 4 

Ffhilly, each person will have an opportunity to plan a strategy for confronting the problem 
group he analyzed in the first half of this program. Participants will evaluate each othepV 
strategies ' 



B, Goals of the overview exercise 



ERIC 



One purpose of this opening exerclse^is to place negotiation within the lirger content of conflict* 
resolution strategies. From this perspective, negotiation emerges as one alternative method for 



dealing with conflict. 



One of cBff operating assumptions is that conflict is a daily reality for progipm managers in the 
field of alcoholism. Resolution of conflict is the key to successful cooperation between any 
"Organization A" and "Organization B." ■ '/^ ^ » 

A second l^urpose of this opening exercise is to examine negotiatibn as a stage-by-stage process 
and to identify what those various stages are. Our assessment of the skills required to engage in a 
successful negotiation has led to a three-stage,grouping of activities w]^fel|HI be examined later. 



pession N1 

Time Sequence of AptMties 



45 ^in. C. Conflict fantasy exercise 



1. Explain that the conflict fantasy exercise 
•* is used to develop an understanding of some 

of the elements of negotiation. 



2. : Conduct exercise as described opposite. 



^5 



Overview of h^gotiation 



Points fo^Discussion 



C. ConflictYantasy exercise 
), , Goals 



a. The main purpose of this exercise is to heighten awareness that there are several types of 
strategies for dealing with conflict situatians. 

b. A secondary purpose is to provide the trainer with some here-and-now examples of 
negotiation as an alternative strategy to the use of power. 

If, and on/y if, the question is raised by trainees, two points which will be formally pre- 
sented in session 8 can be made here. The course concentrates on a Negotlatjon rather than 
Power strategy for two reasons: , , ^ 

• When groups compete, one or more always loses; i.e., power produces a price as well as 
a payoff. ' v . 

Negotiation can result in both sides winning. . " 

2: Step-by-step procedure for exercise 
Step I 

' Arrange participants in a large circle. Distribute paper and pencil to each. Do not state the/ 
goal of this exercise. 

Step// 

Participants are told that they will join the trainer in,^laying out a fantasy designed to help 
th^m examioe jheir individual conflict-resolution strategies. For about 10 minutes, the 
trainer guides/the group through the following (or a similar) fantasy. 
Step/// J ^ 

The trainer fisks participants to get comfortable, close their eyes*, get in touch with them- 
selves at thetoresent moment (the sounds around them, the feel of their bodies, etc.), and 
relax. I ' 

Step/V ^ 

"^e trainer says, "You are walking down a street (or a hallway or a trail) and begin to see a 
familiar person in the distance. Suddenly, you recognize that it is the person you are most in 
conflict with presently. You realize that you must decide quickly how to deal with this 
person. As he or she comes closer, a number of alternatives flash through your mind . . . De^ 
cide right now what you will do and then imagine what will happen." } , 
The trainer paus^^o let the fantasies develop. ^ 

'Mt's over now. The person is gone. How do you feel? What is your level of satisfactionVitfcJr 
the way things went?" 

Step V ^ . , 

The trainer asks participants to begin to return to the present, gradually to become aware of 
the pressures on their bodies, of the chair, of the floor, then to attend to the sounds in the 
room, and finally to open their eyes whentHey feel ready. # 
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Session N1 



Time Sequence of Activities Materials 



C2. (continued) 



IS min. 0. Lecture on the negotiation process Distribute 
Participant Workbook. This lecture emphasizes 
the skills necessary for a successful negotiation. 
Additional material may be obtained from 
reference l^ocated in Participant Workbook, 



D. Flipchart 1, The Nego- 
tiation Process (Prepare 

V, in advance; see D, 
\ under Points for Dis- 
cussion.) 

Reference 1, Conflict- 
Resolution Strategies 



^ ,p Overview of Negotiation 

Points for Discussion , • 

— ■ - '■ ' .■ — — 

C2. (continued) . ^ 

-v • _ \ 

Step I// ^ 

) After participants emerge from the fantasy, the facilitator asks them to spend 5 minutes 

writing down: (1) the alternative ways of acting they had considered; (2) the one they 
chose to act upon; and (3J the level of satisfaction they felt as to the fantasized outcome. 
Step VII ' 

Dyad discgssion * . v 

Direct participants to turn to the person on the right and discuss what they have written 
during 5fep VI. 

Step VIII 

Brainstorm with the group and list on a fiipchart as many alternative strategies as possible 
without stopping to evaluate practicality. ' 
Step IX • 

a. List on fiipchart three categories of responses to conflict'situations. 

(1) Avoidance 

(2) Defusion ~ ^ 
^ (3) Confrontation 

^ b. Emphasize that all responses exist on a cofitinuum. 

StepX « V 

N^w go back and mark each brainstormed alternative as an example of avoidance defusion 
or^onfrontation. - ' 

D. Lecture on the negotiation process ^ 

Lecture should cover the following major points and should be illustrated on newsprint, either as 
the facilitator speaks or with charts prepared in advance: . ^ 4 

'Diagnosis . 

Analysis of the nature of a problem, including its complexity, its principal power sources, its 
cast of characters," its possible solutions, the values involved, opponents' reactions, etc. 
initial Contact 

Setting the stage for addressing the problem to encourage collaboration and cooperation. 
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Session N1 



Time SeqOence of Activities Materials 



D. ^ontinued) 



/ ^ 



' ■ ■ / 

30 mini / *E. Small group discussion ^ 




1 . Divide participants into groups of four; 
two of the groups will work orf task 1 , 
the other two will Work orf task 2, 

2. Announce" rules: 

a. five minutes, maximum, for each 
group to work on ta^. 

b. Group is to select a reporter. 

3. Announce tasks V 

a. On newsprint, the two designated groups 
are to diagram the relationship between 
Group Problem Solving, ^Jegotiation, 
Conflict Resolution. 

b. Each group member is to recount to 
the small group a recent job experience 
where negotiation was chosen as a method 
of conflict resolution. Particularly relevanf ^ 
would be a situation in which one of the 
alternative^strategie^, such as power, might 

' ( have failed. 

4. Small groups report outcomes to whole group. 
5 min. • F. Conclusion / ; \J . 
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Points for Discussion 



Overview of Negotiation 



D. (continued) ■ 

Group Problem-Solving V . 

A step-by-step procedure for arriving at a consensus decision. 

1. Define the problem in te/ms of its impact on each of the negotiating parties. - 
7?. Define the conflkt in t^rms of tl^ negotiating parties' organizationai'objectives being 
alffierent, but not^opposition. / 

3. Generate po^ibie solihi(^creativeiy, 4s if each negotiating party placed its highest priority 
on solvmg the problem. o f j 



ERIC 



4. Evaluate solutions on the basis offreatest impact on the problem. 



5. 



Decide on a solution which includes consensus on methods of implementation, accountability 
and evaluation. ^ "uiumiy, 



Small group discussion /T \ 

The purpose of this small group task is to reinforce the teaching points- of the lecture. The facili- \ 
tator should be prepared to emphasize that power and negotiation are two different strategies 
which require different skills. If challenged about the relevancy of negotiation ta "the real / 
world, he or she should ppint out that this training program is treating only negotiation skills. ' 

L urider Points for Discussion for explanation of why the training program chose to treat 
negotiation, rather than power. '> 




F. Conclusion ^ \ J % / 



Restate major points o? the exercis^ I (See B under Points for Discussion.) > 

•^4 
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Session N 2 



The Diagnosis Stage: A Teciinique. 



G<WCS/OBjECTIVES: Participants will be able to ' 

, . • ^- ^^^'''^ Remain elements offeree field analysis 
V, 2. diagram a past job-related problem, using force field analysis. 



TIME REQUlftED: . 

EQUIPMENT: 

MATERIALS: 
(AH handouts and 
rcfcTiences arc found 

in Participant 
Workbook.) 



1 hour, 15 minutes 
Easel, newsprint, felt pens, masking tape, or tacks 



Resource Material: A Problem-Solving Program: Planning for Change 
Reference 1 for flipchajt Stage 1 -Diagnosis-Investigation (Prepare ahead of time.) 
Reference 2 for flipchart 2, Drivhig and Restraining Forces (Prepare ahead of time.) 
Reference 3, Force Field Analysis 



PRIMARY METHODS: Lecture, self-instruction, small group discussion 



MEETING 
ARRANGEMENTS: 




/ 



Drawing 6, Informal Discussion setup ■> . - 

Drawing4, Workshop setup with flipcharts _ / ' ' v.y 

JSee "Illustrations of Various Meeting Arrangements" in section IV.) ' 
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Session N2 



Time . Sequence of/kctivities 



Materials 



20 min. A. Opening remarks 

Describe purpose of the session. 

B. Lectufe on diagnosis 

Deliver lecture, using flipchart 1 . 



10 min. C/ Lecture on the theory oT force field analysis 
1. Deliver lecture, referring to flipchart 2. 



Use information in reference 3 for addi- 
tional information. 



B. Flipchart 1/ Stage I— 
Diagnosis-Investigation 
(Prepare from refer- 
enced.) 

The resource materials, 
A Problem Solving 
Program and/ Planning 
for Change, give back- 
/ ground information 
for presenting this 
session. 



CI. Filochart 2, Driving 
andjRestraining Forces 
^)fepare from reference 

2.) ^ 

C2. Referience 3, Force 
FieFd Analysis 



id min. 



3. Encourage discussion following lecture. 
Sample problem 



1 . Ask group to brainstorm a list of problems 
which are common to the group. 

.2. List sample probjems on a flipchart as 
* — group members think of them. 



D2. Newsprint, easel, felt 
pen ■ ' 
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The Diagnosis Stage: A Technique 



Points for Disdussion . 

A. Opening remarks 

The purpose of the session Is to study one technlque of diagnosing a problem, I.e., force field 
analysis. Diagnosis is the first step in any systematic preparation for negotiation/ 

B. Lecture on diagnosis 

Diagnosis is defined as an investigation of the cause or nature of a condition, situation, or prob- 
lem^ Simply stated, the process of diagnosing any situation shoufd include these checkpoints. 
, (Refer to flipchart 1 .) 

1. /^/?OH/vi//7tfr>/oyu/(7/7f-be certain that your goals are clear. 

2. Know what Is.needed to get what you want-determine what Is required to achieve your 
goals, . ^ . 

3. Know what you have-review the soDrces you have already on hand. 

4. Know what you do not haue-decide what resources are lacking. 

5. Know where to get what you need-\dent\fy who or what other group(«) can supply the 
resources you need. ■ ^ . . 

C. Lectureon theory of force fjeld analysis ' 



2. Cover the points in reference 3, defining the following elements of force field analysis 

a. force fields " " ^ 

b. driving forces ^ y ~^ 

c. restraining forces 

d. freezing 

e. unfreezing 

-f. refreezing ' 
g. objective 

Sample problem 

This is a tralner-led analysis of a sample problem. Request problem statements common to this 
hou"rs) ^"^^^^ ^^^^ the^roup experience during the training course (e.g., requesting longet lunch 

4 
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Session N2 



Time Sequence of Activities Materials 

• v» 

4 . (continued) 

< • 

3. Choose one of the problem statements for 

force field analysis. . ' 

' 4. With group participation Jist driving and 
restraining forces affecting this problem. 

5. Next, list several objectives which, if V 
achieved, wiirhelp to solve the problem. ^ 
Concentrate on ways of reducing the ^ 
restraining forces. -A 

20 mih. E. Small group tasks and discussion 

. 1 . DivMe group into small groups of three '^"^^ 
or four participants each. . ' 

^ 2. * Announce two tasfcs: ^ , 

a. Choose a past job-related problem of \, E2a. Newsprint, easel; felt 
one group member and diagram a force ^ pen o 
field analysis of the problem on a 

flipchart. ^ 

b. List the steps of force field analysis . ' . 

' . on a flipchart. ^ ^ ^ 

3. Ask groupstochoose which task they want ^ 
to undertake. (Be sure each task is selected 

• by at least one group.) Group will have 15 ^ 

minutes to complete the task. y 

4. Tell group where they may work. \ ' 

5. Reconvene group after ISminutes. 

6. Have each small group take 5 minutes to ^ 
share its work with other participants. ; 

7. Invite total group reactions to task results. 

.10 min. F. Conclusion 

Heview steps of the procedure of force field 
analysis. 
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Points for Discussion 



D. (continued) 



The Diagnosis St^e: A Technique 



3. This should be ^ light activity, »o the trainer should choose a problem statement that is not 
charged, ^Itb strong feelings for either participants or trainer^rThe focus of this exercise 
should be on the process rather than the problem. 



E. Small ^roup ta^ks 3nci discussion 



3. It is important that both tasks are done. The purpose of the first task is the immediate appli- 
cation of the new skill. The purpose of the second task is to'review and summarize the 
process. - ^ i 



\ Conclusion 

Tape the steps of force field analysis on the wall and suggest that participants copy it in their 
workbooks. 
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Session N3 



The Initial Contact Sfagb: 
A Preparation Technique 



GOALS/OBJECTIVES: Participants will demonstrate their understindingof the criteria for a clear goal sta^ment and 
. their ^bility to construct one by writing oje^oal expressing their intent in a future planned 

negotiation experience related to their ^k. Acceptance of the statement by their peer? will 
be the indicator of acceptable performance. 



TIME REQUIRED: 

EQUIPMENT: 

MATERIALS: 
(All handouts and 
references are found 

In Participant 
Workbook.) 



1 hour, 15 minjutes 

Easel, newsprint, felt pens 

Handout 1 , Clearly Stated Goals 
Resource Matbrial, Goal Analysis 



PRIMARY METHODS: Lecture, small and large group discussion, individual activities 



MEETING 
ARRANGEMENTS: 



Drawing 2, Classroom setup 
Drawing 4, Workshop setup . 
(Sec "Illustrations of Various Meeting Arrangements" in section IV.) 
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Session N3 



^ "r- 

Time Sequence of Activities 



Materials 



5 min. 



Opening remarks 

State the purpose of this session and linkages 
in the plan of instruction. 



30 min. B. Principles of goal analysis ^ 

1 . Preparation 

a. Review points listed opposite. 

b. Have participants break into three or 
four small groups. ^ 

c. Distribute handout 1 and allow 15 minTjtes 
for groups to arrive^it consensus in filling 
it out. 

d. Have each group discuss its individual 
responses. J 

e. Reconvene total group and discuss group^ 
responses as /veil as reasons for thes^ 
responses. 

2. Review of goal Analysis principles 

a. Discuss the poinzs opposite. 

b. Illustrate the dispjssion with examples 
written on a flipchart. 

c. Answer questions. 



B1 . Handout 1 , Clearly 
Stated Goals 



82. Flipchart 
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The Initial Contact Stage: 
I ^ . A Preparation Technique 

Points for Discussioii 

^pening^^ remarks 

purpose of this session is to focus on one of the important steps required in any systematic 
' tjjbnjTor a negotiation. ■ . " ' ^ 




IIS session and the next will cover the contact stage of the negotiation process. The contact 
^ ige encompasses the preparation for and first meeting with the "other side." This initial en- 
*Nji50ontcr; often troubled, eften suspicious, often reluctant^ can determine the outcome of the 
negotiation and needs to be thoroughly prepared for. \ 

^^^inciples of goal analysis 

The negotiator who knows what he wants is the one who is best prepared for the initial 
^ contact. The well-prepared negotiator has a* clear idea of what his goals are and what he 
j.^ wants the outcome of the new relationship to be. 

Goals ar? often stated in ambiguous terms. Two people may findvit_difficult to determine 
what are the desired outcomes. During this session the trainer will help participants acquire 
:^ the skill called goal analysis. ^ 

\^ Participants will begin by examining a list of goal stateme^its an^istinguishing between 
those which clearly communicate specific intended outcomes and those which do not. 

As the group responds, the trainer asks questions to prepare the participants for the criteria 
which will be brought out in the following lecture. ^ 



2. The.purpose of this short talk is to^ustrate the essentialfelemerxts of a clear goal. Such a 
goal is simple/direct, and uncomplicated. It is not necessary here^ dwell on the distinc- 
tion^etween a goal and an objective. What is needed is the statement of goals in more 
specific detail than usual. The following points are relevant: V 

• A gOAU(s a statement of intended outcome, phrased in terms of action or behavior. 

• A clear goaf statement includes some measure of achievement so one can Know when the 
goal is accomplished. * \ 

• A clear statement indicates -when the goal is to be completed. 

• In sum, a clear goal statement must 

(a) state specifically the results to be accomplished, 

(b) state the result in measurable terms, and 

(c) indicate when the result will happen. ' ^ 

Definition: A goal is a statement of specific, measurable outcome to be performed within 
a definite time period. 
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Session N3 



Time Sequence of Activities 



Materials 



30 mil 



B. (continued) 

3. Practice and tdisciission 



10 min. 



C. 



•a. Tell participants they will practice 
writing goal statements. 

b. Allow 10 minutes for indivrdual workr 

c. Form small groups and have participants 
critique each othc^ statements (10 
minutes). / ' 

d. Reassemble group, ask for a goal state- 
ment from each group, and write it on 
a flipchart. 

e. Review and critique the statements before 
the whole group. 

Summary 

1 

1 . Using samp le goaV statements from the 
practice exercise Jreview the criteria for 
acceptable goal stVtemenfi., 

2. Reco/nmend Goal Analysis by Robert F. 
Mager for further reading. 



Bi Newsprint^ felt 



The lijitiat Contact Stage: 
I ^ A Preparation Technique 

, Points for Discussion 

^ 

B. (continuecl) 

3. Ask the particip^ts to write one clear goal statement expressing their practical Intent in a 
future negotiation experience. 



C. Summary ^ 

1. Thb three criteria for a goal statement are a specific outcome stated in behavioral terms, 
a measure of achievement, and the time allowed for accomplishment. 



1 
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Session 1^4 The Initial Contact Stage: A Strategy Guide 

GOAL^^OBjECTIVES: Participants will identify at least five considerations th^/fmustbc taken into account to pre- 
"-"^^ pare a complete negcftUtiflOAtwtegy: 



TIME REQUIRED: 

EQUIPMENT: 

MATERIALS: 
(All handouts and 
/CTc^enccs are found 

An ParfTOpan^ 
wqrkboo k, excep t 
2and3.(See 
section IV Trainer 
ManuaL) 



^ hour, 30 minutes. 



Handout 1 , The Policy Meeting (PrglSlem sutement) 
Handout 2, The Policy Meeting (Role description) 
Handout 3, The Policy Meeting (Role description) 
Handout 4, Observer Form 
Handout 5, Strategy Guide 

Reference 1, Conflict-Resolution Strategies (See session N1) ' 



PRIMARY METHODS: Lecture, brainstorming, role playing, group observation, discussion 



MEETING 
ARRANGEMENTS: 



I 



Drawing's, Informal Discussion setup 

"Fishbowl" setup, two chairs in center of circle of chairs 

(See "Illustrations of Various Meeting Arrangements" in section IV.) 
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Session N4 



Time Sequence of Activities 



Materials 



10 mm. A. Opening remarks 

State the purpose of this session. 



ISmin. ^ B. Role play: The policy meeting 



15 min. 



C. 



Assign two roles to two players during 
the break before this sessioji and give 
each handout 1 to read and a rote 
description (handouts 2 and 3). This 
. will be a c</vert role play: that is, 
players should n<^t t>e familiar with 
each other's roles. 



2. ^ Distribute handout .1 and hlndout 4 to 

^ the audience, seated facing the two chairs 
I where the play is to take place. 

3. Answer questions about the problem. - 

4. Let the role play continue no longer 
than 10 mirrutes. 

Total group discussion 



B1& Handout 1, The Policy 
2. Meeting (problem state- 
ment) 

81 . Handout 2, The Policy 
^ Meeting (role descrip- 
tion) 

B1: Handout 3, The Pqlicy . 
^ Meeting (role de^rip^' 
tion) . f ^ 

62. Handout 4, Obs^ver 
Form 



1 . Ask players what frustrated them most 
during the meeting. 

2. A$k observers to comment on the role 
pliy, using questions on the Observer Form 
as a guide. A few sample comments will be 
sufficient. 

3. Brainstorm a list of obstacles to agreement 
during the meeting and write on newsprint. 
Note: If agreement actually occurred, 
bralnstdrma list of factors which contri- 
buted to it. 



C3. Newsprint, felt pens 



^ (The Initial Contact Stage: A Strategy Guide 

W ' ■■ : . - 

Points for Discussion , 

A. » Openiig remarks 

Thus far, examination of the contact stage in the negotiation process has focgsed oifi the need of 
' the negotiator to have clear goals yd objectives before his or her first confron|^^n with "the 
other side." However, goal analysis iS not, by itself, sufficient preparation fi<r this imporunt 
^ ffrst icontact. The purpose of the exercise is to identify some, add/ t/ona/ factors which are neces%r 
sary for a thorough negotiation preparation. ^ , ' 

B. ' Role play: The policy meeting ^\ 

The purpose of this role play is to demonstrate the frustrations which result during first-contact 
negotiation sessions for which the parties are not prepared. The identification of frustrations is 
considered more important than their resolution here, the Observer Form will assist g^rticipants 
to identify those frustrations. ^ 




C. Total group discussion 

The purpose of this brainstorm is to generate a list of frustratipns or obstacles to agreement 
which occurred during the role play. Our intention is to demon^ft&te that a prepared strategy 
would have warded off many of these frustrations and agreement would have been more likely. 




Session N4 



Time Sequence of Activities 



Materials 



lOmin. D. Lecture on the initial contact 

Cover the points listed opposite, using the 
Strategy Guide for more information and^ 
reference 1 from session 1 as needed. 



D, Handout 5, Strategy 
Guide 



20 min. E. Preparing for negotiation 



1 . Divide trainees into two large groups. 

2. Distribute Strategy Guide for review and 
group discussion, as preparation for a * 
negotiating se^ion. 

3. Assign each group one of the roles played 
at the beginning of the session. 

4. . Have each group select a member to play 

a role. 

5. Distribute handouts 1, 2, 3, and 4 appro- 
prrately to the players and audience. 

6. Have role play carried out in a fishbowl 
setup, allowing coaching from other 
members of the group teams. 



E2. Handout 5, Strategy 
^ Guide 



E5. Handouts 1-4 (See B.) . 
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The Initial Contact Stage: A Strategy Guide 



Points for Discussion 



D. Lecture on the initial contact 

\ In studying the diagnosis stage of the negotiation proc^, the focu$ was on learning to determine 
the nature of the conflict and stating priorities. In the contact stage of the negotiation process, 
the purpose is to concerittate on learning to effectively initiate confrontations. The following 
points are crucial in developing a strategy for the initial contact. , .jT^ 

1. Rank goals in order of personal importance. ' > , ' ' 

2. Determine goals and prjorit^ of the other side. - : 

3. Recall the other side's usual response to such a request. 

4. Be candid about the reason for calling the meeting. 

5. Don't demean the other side. ^ ' * * » 

6. State the effect the problf^m has on. you, and give the other side a chance to^do the same. 
\ 7. Listen and reflect on whatt the other side says. ^ / 

8. Remain calm and rational. '■^'^ 

9. Don't ask th^ impossible. . . / : 

KK Don't brrak off hegotiationsnvithout Agreement on at least one item. 

E. >^^ Preparing for negotiation ' ' ^ - ^ 

The purpose of this role play' is' to highlight differences between being ready and not being ready 
• for a negotiation session. Coaching by other team merpbers and changing pjayers will allow / 
2idditional strategy items to emerge. It is important to focus on stratiegy factoVs, not drama. 
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Session N4 



Time Sequence of Activities 



Materials ^ 



ISmln. 



5 mm. 



v 



F. Total group discussion 

. 1 . Reconvene total group. 

2. Have group discuss the differences bet>veen 
the two role plays. 

. 3. Point out the advantages of being (eady for 
a negotiation. • . ^ 

""J 4. Ask for comments on effectiveness of and 
^ ^ satisfaction with thi^ session. . 

G. ^. Concluding remarks 




The Initial Contact Siage: A Strategy Guide 



Points for Discussion 



F. ' Total group discussion 

There are no discussion points foV this section. 



3: Concluding remarks 

Restate major points of the session, as summarized in the Strategy Guide. 



V 



■■ f: 



; r ■ 



ERIC 



75 



I 

' TheG^oup Problem-Solving stage: 

Session N5 Thetx^erienoe . 

..GO/Kp/OBiECTIVES: Participants will be able to identify some of the difficulties Involved In group problem solving^ 
, once a cdllaborative effort has begun. 

TIME REQUIRED: 1 hour, 15 minutes . . ^ 

EQUIPMENT: 

MATERIALS: Handout 1, Kidney Machine Exercise 

(Ali^ handouts and _ ^ ^/ 

reforeiKCf are found , V ' 

in Partlcip ont ^ 

Workbook.) * 

PRIMARY METHODS: Individual task work, small group discussion 

MEETING 

ARRANGEMENTS: Drawings, Infjf ma! Discussion setup '* ^ 
Twolarge circles of chairs 

. , Two tables, facing each other,.wlth chairs placed on outside so people are facing 

(See "Illustrations of Various Meeting Arrangements*' in section IV.) 
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Sequence of Activities ; - - . , hUaterials 



A' ^^P^ning remarks 

1 • State the purpose of the problerri-solving 
sessions. (Partkipants should be seated in an 
informal- circle for the'first part of this 
session.) 



Illustrate sequence and relationship of 
activities as shown opposite. 



V 




r 



^ The Grpitp Problem-Salving Stage: the Experience 

Points for Discussion ^ ;^ 



Opening remarks 

1. The final sicill necessary to bring about a successful negotiation is the use of the problem- 
solving process to negotiate a consensus decision. The purpose of thtf negotiation is consensus. 

Consensus is defined here as: Group solidarity in sentimen^and belief. Consensus brings 
about unanihiity or agreement of all to cooperate. Majority rule is not consensus. 

The purpose of the problem-solving sessions is (1 ) to provide experience in what is involved 
when a group attempts to reach a consensus decision; (2) to examine that process and iden- 
tify Its parts so that facility can be gained in practicing it; and (3) to emphasize two of the 
factors which are key to a successful problem-solving experience. 

2i The intended sequence of activit1%s4h sessions 5 and 6 is as follows: 



Session 5 




Personal Choice 

-fif 
Candidate 



Group A's 
Choice 



Group 
Choice 



3 B'^"^ 



Attempt 

At . 
Agreement 



Session 6 



Lecture on Process/Discuss^ 




Group A 
Strategizes 



Group B 
Strategizes 



Consensus 



Sessions 7 and 8 illustrate specific techniques and strategies for problem solving. 
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Session N5 



Time Sequence of Activities 



Materials 



\ 40mjn. B. Kidney machine exercise 



•1. Distribute handout 1. 

2. Allow time for each -ir^aividual tb read 
the'.material and to make his own 
choice of candidate for the machine, 

3. Divide participants into two groups, 
a, hospital administrative staff 

. b. concerned citizens' group 

4. Explain that each group must select a 
candidate for the kidney re(achine within 

^ 30 minutes, ^The ^egotiatmn between 

the two groups will take place after the 
break,) 

' 5, ■ Wave groups review materials and select 

candidates. 

. ISmin, Break 

ISmin, , C- Attempt-at-agreement simulation 



BJ. Handout 1, Kidney 
Machine Exercise 



/ 



5 min. 



D. 



IT ESd^gfqup is seated behind a table facing 
the other group. One is group A, the 
other group B, 

2. Tell the participants the task for the two ^ 
groups is to select one mutually acceptable 
candidate for the kidney machine. 

Concluding remarks ' ' 



. 1 
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The Group Problem-Soh/ing Stage: The Experience 



Pdints fdr Discussion 



B. Kidney machine exercise ' . . " * 

Explain that the kidney machine exerci^ is used to illustrate some of the problems involved in 
attempts to reach group consensus. 



Attempt-at-agreement simulation 

Trainer should not expect^greement within the allotted time. Do not alloW the discussion to go 
beyond 15 minutes. Remember that it.will be continued m the next session^ 

Do not instruct the groups to select a leader. The simulation will be more realistic if leadership 
^.aNowed to emerge. ' ' ' 



D. Concluding remarks* j 

;ln this session the group has had aniipport 
attempts to reach a consensus decision. In t 
. process will be analyzed. 






to exptriente what is involved 'when a group 
ext s^ssiWthe negotiation will continue and the 



Session N6 



The Group Problefti:§olving Stage: 



The Process 



GOALS/OBJECTIVES: 



TIME REQUIRED: 

EQUIPMENT: 

MATERIALS: 
(j^ll handouts and 
references are found 

in Pgrticipant 
W6rkbook\) 



— ^ T ^ ■ 

1 . Participants will apply a five-elem^nt groJp problem-solving modeJ as a measure for examinX 
ing the activities, discussiotjs, 'and agr^ementsr which tdirk pHace during the simulation 
exercise (session 5). < 

: ' . i 

2. Participants will identify consensus on methods of implementation, accountability, and 
evaluation as the critical aim of thfe group problem-solving process. 

* • * 
1 hour, 45 minutes " - 

■ m 

Handout 1, Discussion Guide ^ 

Han?tout2, Kidney^achine Exercise (Have 'materials used in session 5* available for those who 
need them.) 



HllMARY METHODS: Lecture, group discussion, and presentation to the total group 
^^^ETING 

I^I^NGEMENTS: Same settings as previous session (session 5) _ 

\ Drawing 6, Informal Discussion setup ' 

A 

Two large circles of chairs 

Two tables facing each other, with chairs placerf so people face»each other 

■i ^ 

,^ (See "Illustrations of Various Meeting Arrangements" in fection IV.) 
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Session N6 



Time Sequence of Activities 



Materials 



5 min. A. Opening remarki. 

State purpose of this session. 



( 



15 min. Bk Lecture on basic elements of a group^ 
problem-solving process 

1. Brainstorm with the group to elicit 
alternative methods of problem solving. 



2. Explain that the aim of problem solving 
is consensus. , » . 



3. Review the five-step model but emphasize 
the consensus step as making th^ principal 
differente between individual problem 
solving and group problem solving. 



30 mirv. / C. ^ Small group discussion and reports 




V 



V 



The Group Problkm-S^lving StagerThe Process 



■ 7* — 

Points for Discussion ^ ■ 

* A ■ ' 

\ • • 

A. Opening remarks * 

This session is designed to provide an opportunity for participSnts to reexamine activities and 
divussions of the previous simulation sessiorl in order to identify a process which can be used to 
cope effectively with future groUp consensus problems. * 

The same two groins formed i^i session 5 for the kidney machine exercise will continue to work 
,toget|^r. \ ^ ^/ . 

B, Lecture on basic elements of a group problem-solving^cess 

^ ) 

1. Most of the trainees liave adapted some form of a probteni-solving technique for their own 
administrative u^^ H^ve them identify some of these, \ 

Point out that many forms of problem^'solvmg techniques exist, ranging from a three-step 
model, to a six -step model, toMonger models. 



ERLC 



Preserft the five-step model, whic>i will be used as a guide for examining the complex per- 
sonal and group processes involved in the kidney machine simulation, 

2, Consensus is defined as group solidarity in sentiment and agreement to action. Consensus 

IS one form of decisionmaking. It is distinguishable and different from majority rule, authority 
rule, and rule by silence, 

Consensus must be obtained in three areas: 

Implementation ^HoyN the agreement will be carried out; 
Accountability - Who i^ res^nsible for carrying It out; 
Evaluation - How both sides wyi know when it is carried out. 

3, The five-step process is^to 

■ "•■ • ■ ' ■ r- 

^ Define the problem in terrps of its impact on each of the negotiating parties. 

Define the conflict m terms of the organizational objectives of the two negotiating parties 
being ^y///i?re^r, but not in opposition, ;^ ^ 

c. Generate possible solutions creatively, as if each negotiarting party placed its highest 

^ priority qiljsolving the problem\ - ^ 

d. Eualuatlfsolutions on Ihe baSis of optimal impact on the problem,. 

e. Decide on a solution wHich inrcludes consensus on methods of finalementation, accounta- 
bility, and evaluation, * , • * 

Small group discussion and reports \ ■ ' 

Facilitator should circulate and help the discussion along, ^ . ^ - ^ 

The purpose of the comparison is to involve th^ learner in a process of interaction in groifp ^ 
proljfem solving. Learning comes from this interaction and not fr^om acceptance of the five-step 
process presented. Trainers should not be alarmed if the fiVe-stepf process is criticizedeand tnodi^. 
fied by the trainees. ' ' 
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Session N6 



Time 'Sequence of Activities 



Materials 



C. (continued) 

1. Distribute handout 1. 



2. 



Have participants form the same two working, 
groups as in last session. . \ 



CI • Handout 1 , Discussion 
Guide 



15 min. 
20 min. 



3. Assign tasks: \ ^ 

a. Teli each group to compare its process of 

' the last session .wfth the modfcl process out- 
lined in the Discussion Guide. 

b. Tell each group tp select a spokesman who^ 
can report to the total group on the last 
session's process and how it compareis with 

/ the model pro^e^ 

^. c. Total group reconvenes anil each small - 
group reports. 

. Break • ' r . 

D. Strategy for reaching qonsensus * 

St^rte purpose of next activity. 



1- 



I 



20 min. 



2. Have Ci^ch group jneet separately to prepare.^'v 

^^ft^jgy .^r t^^^ '^^-^ 
session. * - K ^ 

3. Explain^hat>5i^grojLJg7s to analyze, its position 
in terms of the^nTi^tS^r in the group 
problem-solvin|0pi:o£ess^ model. 

4. Have each group select a negotiator for the 
^ joint meeting of both groups. 

E. Joint meeting for con^nsus , , • 

1. Have each group sit facing each-other. 

^2.^ Explain.the ta^^ i.^^he^wo g^ 
' • reach ecmien$^s^^^ v ^ 

kicffiey machip^^^ <^ \ 

3. The nfegotiatQrs selected by each group are 
to guide the discussion. 

F. ^ Concluding remarks • * 



Tli^roup Problem-Solving Stage: The Experienc_e 



Points for Discussion 



C. ■ (continued) 

■ r 



3 



V 



I D. Strategy for reaching consensus 



1. 



Explain that the negotiation to reach consensus about the kidney machine candidate will 
again be undertaken. The joint nfeeting of the two groups wilt be preceded by strategy 
sessions ^y each individual group. A , ^ . 

In the strategy sessions, eac^ group should use. the first four steps of the problem-solving • 
model to analyze its po^itrbn and prepare for the joint consensus meeting. 



E. joint meeting for consensus 



2. The group is to implement step 5 of the modef^.e., reach consensus on implementation, 
accountability, and evaluation. • », 

F. , Concluding remarks • . • - , ' ^ " 

Reemphasize that gaining consensus about implementatirni", accountability, and evaluation is the ' 
critk^^aim of group problem solving! through.negptiation. 
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Session N7 



The Group Problerjri-SoMng Stage: 

A, Technique 



■ < ' ' ^ — ~ — ~~ 

GOALS/OBJ ECTHfEft 1. By participating in two different coipmuhication exercisel, participants will be able to state 

the reasons for the discrepancies in the outcomes*of the two exercises. 

^ * - ■ ," 

2, Participants will identify *two indispensable activities involved in ty^o-way communication 
that make it a rr^ore productive and satisfying form of conimunication' than one-way 



communication. 

• question-asking and explanation 

• listening 



ItlME REQUIRED: 

EQUIPMENT: 

MATERIALS: 
(Alt handouts and 
references ane found 

jnPa/i^cipant 
Workbook, except- 
references 1 and 2, 
section IV 

}jrrainer Manuai,) 



1 hour 



Reference 1 ^ One-Way Communication 
Reference 2, Two-Way Communication 



Flipchart 1, Record of Responses (Prepare form ahead of time from Sample, reference 3 
Flipchart 2, Recbfid of Responses (Prepare form ahead of time from sample. refereWe 3 



sample, reference 3.) | 



prtlMARXMETHODS: Individual work, group discussion 



MEETING 



ARRANGEMENTS: , Drawing 2, Classroom setup, with as much isolation per participant as possible 
* * ' * (See "Illustrations of. Various Meeting Arrangements*' in section IV.^ ^ 



( 
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^ Session N7 



Time ' Sequence of Activities 



Materials 



2 mfn. A. Open remarks^ 



25 min.' B. The commljnication exercise 
-9. 1 . Phase 



/■ 



a. Select a demonstrator from the partici- 
pants, giving that person tirfte to review 
reference 1. ^ * 

b. Explain to the group that the demonstrator ^ 
isrill give themtlirections for jdrawing a series 
of squares, and -, - 

, (1 0 they ar^ allowed to ask no questions 
about the directions and to give no 
au4ib1e answers; 

(i2j they are to draw the scares exactly ^ 
" ascthe 4emonstrator tells them and ' 
N*^'''^ 0 as-qufi^4y a$ pcfssible. - 

c: At the completion of the drawing have all . 
participants estimate the number of squares 
tliey think they have drawn correctly and 
, tabulate participants' estirnates on flipchart i/ 

2. - Phase2 I 

a. Follow <iirectiohs opppsite and (lav^ group ^ 
do phase 2 o^ the exercise. - 



Bl a,. Reference 1, One- Way 
Communication ^ 



Blc. Flipchart 1, Record of 

Responses (Prepare dia* - 
' rgram ahead ofyime.) 
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b. Be suce at the end of the exercise to point 
put and emphasize the differences between 
the averages on the:two flipcharts.- 




c. Use these differences to highlight the'dis 
^ Icussiori to YolloWabout the advantages 
tvyo-way communication. 




B2b.Jlipchart 2, Record of 
^ Responses (Prepare dia- 
gram ahead of time.)^ » 



B2c. Reference 2, Two' 
Communication 




The Group Problem'Somffg Stage: A Technique 

Points for Discussion v 




A; Opening remarks 

For this session, it is important to om/t any discussion of the purpo^ of this exercise until the 
close of the session. j 5 

t \ . ■ " ^ ' 

Tell the participants you have a simple exercise for them related to problem splving, tfie benefit ^ 
of which will be discussed later in the session. 

B. The communication exercise ^ » ^ • ? 

V: ^ Phase 1 ' 

fUrhe demonstrator stands at the front of the room witfiiris^pr her back to the group. The 
' demonstrator is to answer no questions, buf, to follow the inductions on the reference. The 
demonstrator describes the drawings as he or she sees them. ^ 



■v. 
V 





.2. Phase 2. ^ - ^ . - ' • 

■ / ■ •■■^ ■■._...„ ^ . ' . , 

a. The firsj^jphase o^he exercise- is repeated with the following modifications; The demon- 

• strator uses reference" ^he or she faces the group, and is allowed to respond to questions • 

• fro ni^he group. gft ♦ 

b. Af fer the drawing, tb^fflftlitator has each of the participants estimate the number of 
squares eachf thinks he/she hj&^drawn <^rfec.tly in th^ second phase of the exercise and 
tabulates thtpt/mates on flii^art 2: The facilitator then <uses char^ l^^and 2 to calculate ^ . 

,1 S^'the average 'iftiniated accuracy for referencfe 1 and reference 2 and inserts the figures on 
' , charts i and 2. a ^ ■ - . ^ 

. c. Next, the group is shown '(for the fir^t time)'the actual diagram's for two sets of squares - 
(reference 1 and referejnce 2): Each participant counts the number of squares he or she 
v"" actually did draw correctly for each diagram. / . " . ^ . ^ 

d. lathe fast colu^nns of charts 1 arkl2,-'the facjljiator tabulates the number of squares the 
>^ : participants have, in fact, dr^wmcorrect/y fo^r^^kh diagfam. F^cwp tkese columns, the 
H'acilitator determines the averages for references l an^ 

' ' ■ * . ■ . ^^ ^ . . . \ . ■ . • . ^ • 

* ■ ■ • • ■ . •■ • ' . . . ^ A . . ' . . 

-.v- ■ 84 ■ •■.-.91; 
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Session NT 



Time Sequence of Activities _ Materials 



2Q rpin. C. Discussion of the exercise 



1 . The discussion should bring\)ut the follow- 
ing points. 

a. Two-way communication is necessary for 
^accuracy and Luiderstanding. 

. b. Listening is ^ essential part of communi- 
cation. 

c. It is imi:^tant to clarify what is iald by 
question asking and explanation. 

2. Attempt to elicit the above points from the 
* p^ifticipants. 

min. D. Summary and purpose 

See points opposite. ' ^ 



r 



\ 



4 . 



I / ^ The GroipProblem-SoM^^ Stage: A Technique 

Points fbrDiscussion : , / 

' — 1 U , 

C Discussion of the exercise 

Communication between human beings is hindered Jiot only by the physical, emotional, intel- 
lectual, and cultural makeup of the communicators, but also by the conditions under which the 
communication takes place. The circumstances hampering communication can be environmental, 
emotional, or verbal-skill oriented, resulting from a host of factors present within the individuals 
who arc attempting to relate, e.g., preoccupations, emotional blocks, hostility, charisma, past 
experiences, hidden agendas, inarticulateness, stereotyping, physical environment, miod-wandering, 
defenslveness. ^ 

^ Listening is the first step for effective two-way communication, and^hen to be sure the message 
lias been heard correctly, further clarification may be sought. The more important the communi- 
cation, the greater the need to seek clarifying information about what has been said. 




y Summary and purpose ' 

The purpose of this exercise has been to focus on one of the skills needed to achieve a con- 
sensus. I.e., two-way communication aided by the skili of listening. 

We have previojjsly illustrated that two or more persons or groups must trade-off personal or 
corporate objectives in order to reach consensus in decisionmaking. Mutual understanding is 
critical to such a process, and each party must make a special effort to listen to what others say 
' and be willing to provide additional mformation as nct^ded to reaciki this u^iderstanding. 
The purpose of the demdnstrations in th^ session has been to show the advantage of two-^ay 
bVer one-way communication in achievi^ mutual understate 
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, Th0 Grpup Problem-Solvin^^ 

A Strategy 



GO. 



ALS/O^J 



JECTIVES: 



P^fticipants will icfcntify niccessful and destructive strategies used in a conflict situation and 
select the problem-solving strategy whicfkliis the best chance of success. 



TIME REQUIRED: 

EQUIPMENT: 

MATERIAlAi 
(AJI handouts aiul 
references are found 

in Participant 
Woriibooii jjcxcept ' 
reference 1. (See i 
section IV, Trainer 
Manual,)^ . , 

PRIMARY METHODS: 

MEETING 
ARRANGEMENTS: 



1 hour, 30 minutes 



f. ^ 



Reference 1 , Explanation oiF the Game 
Handout 1, Prisoners' Dilemhi^-Tally Sheet * 
Flipchart Prisoners' Dilemma Yally Sheet (Prepare ahead of tirtieTrom h/ndout 1,) 



Simulatiop^exercise, large group discussion 



Drawing 6, Informal Discussion setup (one circk.for.eath team in far corners of room, two 
chairs in center of room.) \. ' = ' - ' 

Drawing Round Table setup y 
(See '1llus||^ions of Various Meeting Arrangemerits" in section IV.) 
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Time " Sequence of Activities 



Materials 



«5 min. 



A. Preparati6n 



8. 



. Be sure to read reference' 
th? session. ' 

Opening remarks $ 



efore starting 



The facilitator should say^^D^more than is 
suggested undj^r Points fbr Df^cilssion. This, is 
necessary for the game to be succcssfuL V . 



A. Reference 1, Explana- 
tion of the Game 



B. Flipchart 1, TallySheet 
(Prepare from handout 

^ 1.) 



10 min. 



r7 



SO min. 



C. , Instructions forlhe game 



1 , Divide the group into t^ams^' red team 
and blue team.' 

Pass out handout-1 and alloW time for 
examination. 

3. Separate the two te^ms^ so'thalfthey are 
^seated apart from one ariotheii: Tiiere is 

to be no communtcaii<m.^^lTtjie other 
team in any way;verbally or nonverbaJly, 
except as directed by the facilitator. v 

4. Have each team select a representaftive tjj/ 
carry the group's decision to' the fab'ITfator. 

Playing the game 

1 . SUrt rodricTls-telPtiie tNeTairis tY^t they 
/^wp^f lifve 3;mJnutesT6^.fg^ke a team de^ 

to lbe r^drded on^han^o^i T.4nstruct 
them n6t to wjrjte tbeir deQisiqnis^jntil 
you sTgnJilthal tiine Is Up,1;t> thaf tfiey wilf 
, not' make ^^Xi decisions! ■ * 

2. Xht representative of each team brings the 
teani'sitf^itten choice to the facilitator. 



C2. 



Handout 1 , Prisoners' 
Dilemma Tally She^t 




3. 



^The faciUtatorannounces the choices an 
marks eai|||^ team's choice bfi flipcha^ 1 . 

Rounds 2 and 3 are conductedin the same .v^' 



^ \ — The Group Problem-Solving Stage: A Strategy 

Points for Discussion 

A. Preparation 

• There are no diKUssion points for this section. 

■ - • ■■ • ■ . . ^ „- ■ -;: 

B. Opening remarks . 

The faciliutor is to tell the group very little about the game and nothing about its go^l. It is e 
suggested that the facilitatoV read to the participa^its the first paragraph of reference 1 and 
explain the Payoff Schedule apfpearing on flip^hartyl?^ " 

(It Is suggested the faciliutor try out the gamev^th a few individuals before the session,) # 

C. instructions for ihe game ^ ^ 

A large room is best, with the two teams in far corners, and the facilit^tpr with flipchart 1 in 
^ the center Two chairs should also be placed near the center of the ro6m. • 



i 

). Playing4he game 



1. Each 4>ersonc may keep a record of 'thejwn decisions on handout l! 






\.4 
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Time 



sequence of Activities 



Materials 



D.' (continued) 



\ 



4' 



25 min. 



4i Round 4 is announced as a special round, 
^^or which the payoff points are doubled. 
Each team is instructed to send one repre- 
sentative to the chairs in the center of the 
room to confer. After representatives have 
> conferred for 3 minutes, they return to 

their teams. Teams then have 3 minutes, as 
before, in which to nrake their decisjjins, 
which are then recorded. Remind the teams 
that points indicated by the Payoff Schedule 
are doubled for this round only. 

5. Rounds 5 through 8 are conducted in the . ^ 
same manner as the first three rotinds. 

6. Round 9 is announced as a spedial round 
in which the payoff points are squared: 

= +9; -3 = -9. (Note that the minus sign 
is retained.) Team representatives meet for 
3 minutes; then the teams meet for 5 minutes 
to make choices which are then recorde;<J. 

7. ' Round 10, the final round, is handled 

exactly as round 9 was. Payoff points are . 
squared/ 

Discussion ^ - ^ - 




' 1 . Bring the te^ms together for a large group 
discussion. 

^ 2. Review the course of the game. 

/sT^^iscuss with tlie pai^ix:ipants the various 
* ^ strategies the^uised and the beneficial 
effect of tKewin-win strategy. 

F. Conclusions* 



- ^ttre Group Problem-Solving St^^^^ A Strategy 



Points for Discussion 



D. (c9ntinued) 



There is no need to prompt the teams as to what shouFd be discussed by the team repre- 
sentatives. As indicated in reference 1; it is likely the teams will want to discuss strategy 
with the other team, either from a sincere motive of helping each other or from a desire to 
profit themsefves alone. v 



6. Feelings should be high now. Depending on the teams' tallies to this point and on their 

sti^cgies and trust, they will feel thatthey have.a chance now to win "big,'/ or salvage some 
respect.' . - 



Discussion 



Have participants discuss their win-lose feelings and the greater sati^ction of a win-win posture. 
Point out the need for mutual trust. Discuss the consequences far^ ^ure negotiating relationships 
when a team seeks only the highest possible score for itself on a smgle occasion. 



i ■ 



4 



Conclusions 



^ The game is intended to illustrate the merits of a collaborative posture Hntragr^nip and inter; 

f^^^^^l^^^^^^^^^^^ In this franieworkthe-wm^loseattitftSe usuaWy fails the exercise 

;id<ntifres a'successful cdllaboration strategy,- the^jvirvVirf strat*^^ this type of strategy ^ 

plarlned ijind plbt^di the negotiation proems his ^Mrfticfh greater.chance of success. J / ' 
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^ Application Task: A Negotiation Mo^^^ 



GOALS/OBJECTIVES: ParticipaJrits will constaict sample negotiation models which will Uke the form of checklists of 
* > reminder questions to be used as an aid in planning a negotiation strategy for use with the 

*A problem target group identified earlier. 



TIME REQUIRED: 
EQUIPMENT: ' 



1 hour, 30 minutes 
Easel, newspi^int, felt pens 



MATErt^ALS: 
(AH handouts and 
references are found 

in Participant 
Workbook,) 



Flipchart 1 , Objectives of Negotiation Sessions (prepare aheajJ of time from the Crtjjectives 
listed on the first page of sessions Nf -N8.) 

Handout 1 , Model of Negotiation Process (a) 

Handout 2, Model of Negotiation Prcpss (b) ^ , / 

> 7 

PRIMARY METHODS: Large group and small group work 



MEETING 
ARRANGEMENTS: 




Drawingj5<ttrformal Discussion setup 
Drawing 4, Workshop setup (three tables spaced for privacy) 
(See "Illustrations of Various Meeting Arrangements" in^tionJV.) 



' .V.' 
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Time ^ Sequence qf Activities 



5 min. A. Opening remarks 

K State the purpose of this session. 



5 min. 



2. Review the series of exercises on 
Negotiation^^ using flipchart 1. 

B. Constructing a.negotiatiQn model 

I. Divide group into three specialty teams. 



A2, Flipchart 1, Objectives 
of Negotiation Sessions 



5 min. 



\ 



a. Refer to step 5 of the group problem- " 

. * solving process, and recall the importance 
, of reaching consensus on methods of « 
implementation, accountability; and 
evaluation. Redefine each of the three 
areas," 

b. Assign each group one of the three con- 
sensus areas as its specialty foh critiquing 
other's plans in the next session. 

Explain thelt^c of constructing a negotiation 
model. 

a. Work groups for this session will be the 
same as the specialty groups. Each group 
will develop a model for negotiation, 

b. Review guidelines and options, (See 
opposite,) 

c. Have each group select a recorder and a 
reporter. Each group wiJI have 5 minutes to 
present its model after the work period. 

d. Answer questions, 

e. Distribute handouts 1 and 2 as examples 
6f an acceptable negotiation model. 



Jr. 



B2e, Handout 1, Model of 
Negotiation Process (a) 

B2c.,Handout 2, Model of * } 
Negotiation Process (b) 
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>■ s- ... ... 

Pointsldr Discussidh 



; ^ ^ App/fcajion '^k:/A 4^egotiation Model 



Opening remarks ' ^ ^ , 

1. The purposcof this exercise is tp build a model Of the process of negotiation. ' 

The model i$ intended to be a guide in preparing negotiation strategies fpr use with those 
individuals, groups, organizations; and ageacies* participants must collaborate with in thdfr 
work. ' ^ 1 - 

In the next session, each participant will use his or her own version of the model in an 
^exercise dealing with the reisource group for the problem target group which the participant 
^ ~^'%entified in the Community Assessment sessions. 



B. Coh||ructing a n^otiation model >. 

. 1.^ EverHhough thespccialty teams will not function in this capacity until the following session, 
there is an advantage tcridentifying Jliem early to give each member a chance to be comfort- 
ableyith this upcoming specialist's role. Participants are to be ready to act as specialists in 
theifassigned roles in the next session. ^ 

14 . - . \ 



2. Guidefm^.i^r model coDstftjg.tion i ^ 

• Cover the three major elements^^of diagnosis, initial contact, and group problem solving. 

• Include a checklist of "things to do" to implement the negotiation, which can be kept 
. for later referral. • 

, • Make model comprehensive and detailed. ^ 

"-Options for format \^ ( ^ ^ 

The model.mayr • • . 

• be a visual representation or picture of the process, ^ . 

• include any step by-step guides already formulated during this seminar (i.e., it may simply 
be a ''cut-and-paste" version of what have already done)^ , * 

• be^handwritten, or typed arr^ photocopied/ ^ ^ " ^ 

• be sketched orf newsprint, « ' 

• be dramatically pfescjnted, such as Jn a play, a song, or a dance. (This method should also 
include a written checklist as 'a component.) 



Time Sequence of Activities 



iOtlt 



45 min. ^ C. Small grdups work on tisk n 

Circulate and answer questions. 
3tf min. D. « Presentation of models 



• * 1 . ^ Reconvene the group and TTavf each work 
group present its model. . ^ 

t • 2. Conduct discussion on the completeness 



and adequacy of each modef. 
E. Conclusion • ' 





104 



Application Task: A Nepotmtion Model 



PointSi for Discission 




<. Sffnal^j^coup$ w^k on task • . v - 

Thf^e are no ^^ssion points for tbis section. " ' ' 

D. Presentation of models ^ . 

Focus on good points and how models can be improved. K«ep mo^i^s on 4^p1ay throughoyt the 
remalpder of the program. , « • V . 



E. Conclusion 




In constructing th*ic models, the teams hav&reviewed the negotiation process. Next^^tbe models 
will be applied 4o a practical situation. * < * « . * 



0 
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Session N10 . Application Task: Target Group Strategy 



GOALS/OBJECTIVES: Individually, participants will use a sample negotiation model to write a negotiation strategy 
for approaching and dealing with a specific resource group, previously identified in thp Com- 

r Ia^. a ^' » ■ *■ , ' *■ ^ _ ^ * 



TIME REQUIRED: 

EQUliPMENT: 

MATERIALS: 



munity Assessment exercfees. 

* * * . ^. " ■ ■ 

2 hour^ ^ . ' , . . 

Pads and pencils for each participant, flipchart, fek pens 

' l^m negotiation models from previous exercise, and each participant's completed Community 
. Assessment materials from first part of course. 

Handout ^,L^pe[^Ugi labeled: Accounjab/IJty, /mp/ement<U/^^ 
for members of the three teams.) 

*A fifth day can consist of the final evaluation, debriefing, and' closing activities (optional). 
PRIMARY METHODS: Individual task assignments, large group disculssion ^ 

MEETING , . ^ . ; * • V 

ARRANGEMENTS: Drawing 6, Informal Discussion setup' * \ 

Drawing 4, Workshop setup ' , * ■ ' 

(See/'Ulustratiohs of Various Meeting Arrangements" in section IV,) • 
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Time/ Sequence of Activities 



Materials 



Sm.ln. ^ A; Opening remarks^ ^ ;j 

' ^ , State purpose.,Qf this session. 



45 min. B. individual task work ^ 



1 . Explain the three parts of the individtn^ 
task. 

a- Writing goals ' / 
b. Outlining a strate^ ^ . - 

^ c. Stating activities for reaching goals. 



30 min. 



These three steps may be written on a 
flipchart as th^ are explained. ' 

3. 6ive group 45 minutes to complete indi- 
• vidua! w,ork. -r 

4. Distribute lapel tags* to members of 
specialty teams. 

Specialty area signoff * ^ 

t. After completion of individual/task work, 
participants are to have their work reviewed 
and initialed by a member from specialty 
teai]25.of which they are not members! , ' 

2. - Individual refreshment breaks may be Uke^n 
during thjs period. / 



B2. Flipchart, felt pen 

83.. Pads,j^nciis • 

B4. Handout 1, lape> jap 



ApDifCafion tasK: Target Group Strategy 



Points folk BUkkissio' 



B. 



OpcrtinftffiHw III • .•'■( ^ ' 

"'^^ 'SifeP^*^ ^•f toasjBBWon i6;for narticipants vo pracuce the applic ir»<*n oione of the models of 
" 9*^^^^" •^iciT me^ have jus: devejQped to ^e resources withir target problem group 
<l|P^ thc^^ 

.Th^^oup imnuica r:aive studwc:: the negotiation pnocess asa mean^efiocouraging communtrv 
resource graag)& tc taM^e actroin an an alcohol p^voiem. Now thev w9lu«fe a chance to do the 



type of thinKPTF-jmc laoeranc lencil work mr:T»ap 
return home. 

Individual 



CO preoare * ' an action when they 



ne«otia6oiP^A«>del eacr jfiu conroietea iirc^ 




%i Cummunity Assessment 
ni§ oij^^ -arget grcDup^ e«h sarticapani: is <^ write a rtegotMlon goaffs) 
\^'^ idtxx^jta cr^-imxmsXy r«?soiirce iriHip. Is to take for attaching 



«W€sn. 



Basec uci«^ 
maUToals 
expfer- 
thje 

&c*i^?^*^>»mr rc oub*?w- nre^otf^tiun jrateg'^ ror acair *^irws or her goaHs). The 

str^te^y M*iM»iic urr co^^ ^^^^^\'§::i^'\v:sx Coiraci. anc *%;<0mm Solvlngi and Include 

detaiti *o ng eacr offe^^hr^ beeaensus ?^T«as. . iccoMMabillty, ImplemenUtior 

'andm^i^itidl^^ ' 

next "lO ^ M. ^ mS l T ' to r^e achtevsr 



•5 which a - 



accomplish within the 



C. Specialty ar^ >«K>oof^ ' 

The purpose w this vity is to encourage discussion and lo provide teedbackW each partlch 

pant's suted c ^late^x he trainer's job is t^' r^cciurage discussion about the plan, focusing on 

how each straie«i5^ know that the goa »h^ pian .as been reached. 

Each participarr nuxw rake his or h^r pran j member of each of the other two spei^ttV areas 
and requcrst the srecx ' st to read his or t>Iu- and "C <" it for accountability, im^emeiiution, 
or evaluation. 
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Materials 



>»V min. 3). Uir^ .9roiup analysis 



1, Participants are s«sd m a large circle. 
7 n turn, each persor: announces 

a, Theflpal for his-7??er target grcuD oroD^m. 

b. The 30-da^ icrrn-des for achie^^^mg tn^r 
foal. 

K rc5T of trtr p-oiup comments ".acn 

person's D^anL 

4, "^ trong, points inoold be noted and s^^i^gestions 
made far improverneric. 



10 mi^ i l.-icl!udinH 'cmarks 



Jo 



J I 
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4 ^: 
■ j» ■ 

Appl ication lAsk: Target Group Strategy, 



— « — 

Points for Discussion ^ 

— 1 • ■ ■ 

D. Large group analysis • • 

T^e p4rpose of this activity js to further encourage discussion and feedback. 



9 



X 



E,' Concluding remarks 

S The task just completed has involved the/ijse of the content of both the Community Assessment 
and Negotiation secti^ons of this week's (work. During the Community Assessment phase, we 
identified community groups needing ali^jhol program services. We then explore^ both the 
unique problems and resources of those groqps. During the Negotiation pt 
strategy for reaching problem groups and utilizing identified resources. Now 
done is to return home and attempt to apply these strategies. The materials devek 
each participant have been planned to assist in on-the-job tasks. 



re planned a 

remains to be 
ed he'-e by 
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Handouts 
and 

* ■ _ - 

Referenc0 Materials 



The fcHlowing handouts and reference nrraterials are lo be 
prepared by the trainer and distributed at the time of the 
pertinent session. T;he.y are not in'cluded in the Pdrt/c/- / i 
pant Handbook Bfecause to see the materials in advance - 
would dilute the effectiveness of the exercises involved. 
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fian^KJt 3— Collaboration Checlelisis 



> 



T u . j^-'i -neckllsts can help partiwir-^nts generate a comrr^^n '\ 
Ex/ifci) *Ui ':es of infornnatjon (such as c ty oir county dtrecto -ie: 
sL Ti^ --rjnt 'H developmg this agency oL 



.iC; -.irectoryTor use in an alcoholism agencyi* 
.h I "ii -"vDcial services agenciesj should be a 



K -^d5 if Groups To Work W ith 

'i-'-s-'ons committed to improving the community alcono isr .rograms 
B. '--^.-^lons providing alcohol treatmen. services 

7,,. r ons operating industrial programs for troubled empi : oe^-. 

•' ■ ■ . ' 

jons providing outreach and refe-^ral services 

iveriog akohojics,, including persons^who have su jlly usee : 

atives arcifriends of alcoholics 

' resent i ives of health -reatment dge/icies 

-.c:. resentai: ves fr'om education and :>revention agencies 

■'.errresentat ves from professional associat^ons 

<erresentati ves from different targe', groups 

Representation of all segments of the community 

Public . / f 

Representatives of major human services agencies, pub 



K 
L 
M. 
N 



fersnt treatment rr -jdes 



Representatives of planning agencies 

c 



0 Persons with technical skills-such as in population stucr 
*P Representatives of the religious community 



nd pr vate 

needs analysis^fundraising and program palliation 



Scssio'' CA4' 



Deb 4*«pf ing Guide ^^el; 



aacstions can be use. . ^b^\ reactions from participants after the trainrc^s Drogram is concluded 
^ultmz information will c omi^.^...^ the data coljected on session rating forms^O^^ osed) and tbe^af reaction 
W nat specific topics orse::^. on iTfid you like? dislike? For what reasons? 



ow can specific top ics i?^^ons ^e improved? 



-Vhich methods are mc 



"Jow can the instructo 



^^tive? Ineffect ve? 
e oe improved? 



n general, will the cor=f- /tver^ be useful to you on your job? ' If not, why no^ 



7- 



Were the aay:*^tivitie> ir keeping with the session goals and objectives? Vt^ere the obj^tives achieved? 
7, What ou^er general corr^ments or recommenaatiors do you have? (' . 
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out 3-(cont'd) 



Typical Community Service Agen.cies 



/ 



Adult and vcxationaJ education departmen ts of State, ci: ar j :;ounties 
AI'Anon* 

. Alateen . - 

Alcohol Safety Action Projects 

Alcoholics Ano^mous ' 

Aij?ierican Cancer Society chapters 

American Foundation for the Blind 

American National Red Cross 

A.rmy community services 

Blind, Services for the 
f Boy Scouts of A.merica \ ^ 

Boys Clubs \ ^ 4? 

Churches • 

Community Action Agencies 

Community clinics v - 

Community counsesing centers a 
Community mental health centers of local governme. . jur: r^Ju ligns 
Community relations departments - /" 
Community services associations 
Community treatment centers 
Courts r ' 
Crises intervention-wenters ^ 
Diabetes associations 
Drug abuse agendes 
Family counseling-centers 

Family services, State, department of offender rehabilitatic*!) 
Girl Scouts of America , • ' 

Gjrls Clubs . ' ' 

Goodwill Industries" 
Head Start Centers 
Health departnients 
Hospitals ^ 
Humane Society 
Legal Aid Groi/p? 
^ Medical centers 



r 
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I Nc(^borhr*'xi «ibjs-;u.iatJons 
Pcnswns ar.-c its: . / departments 
Public healtr nrnents , 

. S4lvation -^^-m^ 
.Socfal Sec«: ;r . '■*^JfrInistrat^on 
Sc>^jal servvi;^hur'eaus 
Training ai^ld emp: ovmeni services 
United Funid 

Veterans se^xes aepartmeVits 
Vocatfond rcftabjiitatiop services 
Volunteer servces 
Welfare departments i 
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Handout 2— The Policy Meeiihg 
(role description) ; 



Lyons' Role 



' . • Lyons thinks public facilities are not su?ficiently^rofessionaI and not adequate for his kind of clientele. 

• Lyonr believes in long-term treatment. * ^ * 

• He needs referrals, but he doesn't want to rislc a public political fight. ' ^ 

^9 - < • He feels a comprehensive system is of dubiousy-afue, but will comply if he could see some increase In the 
quaptity and quality of the county's publip'^^ice. ' ' * * , ^ 

; witTOut 



strategy is to preserve the status quo Because' he cannot benefit witrout long-term, massive public support. 
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'handout J-The Policy Meeting 
(role description) 




Peterson '5 Role 



• Peterson knows thai a more comprehensive system is inevitable and he agrees with this concept 

• However, in Sansagusta, he sees Lyons as an obsUcle becat^se Lyons* facilities are, he thinks, a "rip-off." 

• He is required to try-to get Lyons' cooperation, because of the^'State's emphasis on comprehensive service. 

• Because comprehensive service planning is still in the developing sUge, he sees a way of making a name for 
himself in this'small town. * , . ^. 

• He must find.a way to goerce~Lyons, because Lypns holds the power. ' - 

• His agenda includes getting Lyons to do better eyajuation and refer sort\e of his patients to the courit/. 

• His power is to withhold referrals and threaten a public exposure of Lyon's inadequate' evaluation and intake 
criteria, • . 

I ' ' • , ■ ■ 
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\I>0 NOT copy THIS PAGE 



Reference 1 

Que-Way Commlihication 



■ f 




INSTRUCTIONS: Study the figures above. With your back to the group, you are to instruct the members of the group 
to draw them. Begin with the top square and describe each'in succession, taking particular note of the relationship of 
each to the p^cedihg one. No questions are allowed. 

Reprinted by permission from "One -Way, Two-Way: A Communications Experiment," J. William Pfeiffer and John E. Jones (eds.), 
A Handbook of Structured Experfencesfor Human Reht/ons Training, Volume I (Rev.). La Jolla, Calif.: University Associates, 1974, 
pp. 13-18. ' - ' . • 
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Reference 2 

Two-Way>€6mmunlcation 






r 3 - 


9 

4 






NSTRUCTIONS: 5tudy|he figures above. Facing the group, you are to instruct the members how to draw them? 
Begin with the top squacfe and describe each f?^succession, taking particular note of the relation of each to the preced- 
ng one. Answer all questions from participants and repeat if necessary. 



Reprinted by permission from "One-Way, Two-Way: A Communioations Experiment," J. William Pfeiffer and John E. Jones (eds.) 
\ Handbook of Structured Experiences for Human Relations Trdining, Volume I (Rev.). La Jolla, Calif.: University Associates, 1974, 
►p. 13-18. * 
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Reference 1 — Explanatian of the Game 



This exercise is a game which poses k dilemma for both tearns. The analogy is taken from a "risk taking" situation 
similar to that experienced by guilty prisoners being interrogated, by the police* Before interrogating prisoners suspecte 
of working together, the questioner separates them and tells each one that the pther has confessed and that, if they 
both confess, they will be less severely penalized. The prisoners* dilemma or risk is that they may confess when they 
should not or they may fail to confess when they really should. (The facilitator care fully avoids discussing goals, ) 

The participants are divided into \wo teams, the Red Team and the Blue Team. For 10 successive rounds, the Red Tear 
.will choose either an A or a B, and the Blue Team either an X or a Y. The dilemma facing each team is: Which letter 
should be chosen to bring a profitable result? The score each receives in a round is determined by the following pattern 
of choices: 





Red Team 

chooses 


and 


Blue Team 
' chooses 


Score 




If 


A 




X 


Both +3 




If 


A 




Y 


/ Red -6 
Blue +6 




If 


B 




X 


Red +6 
Blue -6 




If 


B 




Y 


Both -3 





Since the players do not know the goal of the game, theT^ams wi|l have little or no motivation in choosing any letter 
for the first round. However, they will have the Payoff Schedule in front of them. This shows that a plus score for 
themselves involves either a +3 for the other team or a -6 for the other team. Immediately they must begin to think in 
terms of a modest plus for themselves and for the other team, or a larger gain for themselves with a large ntinus for the 
other team. They will begin to realize there are risks for themselves since the other team's mi^tivation and thinking is 
unknown at this point. After the first few rounds they should begin to see the advantage of negotiating a win^trategy 
for both teams. 

The motivation of each team becomes clear as the game proceeds. Are they out to help each other? Are, they out to* 
"win" at the expense of the other? Before round 4, a meeting of team representatives should be most welcome. If * 
both teams have adopted a "win-win" strategy, then the AX combination will be decided on. However, the problem of 
trusting the other team then will arise. These feelings and motives should be brought out in the discussion following 
the game. . f 



Rcprinted'by permission from "Prisoners* Dilemma: An Intergroup Competition/' J. William Pfelffer and John E. Jqnes (eds.), A Hand 
book of Structured Experiences for Human Relations training, Volume III (Rev.). La Jolla, Calif.: University Associates, 1974, pp. 
52-56. . , . 
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PURCHASE INFORMATION FOR 
RESOURCE MATERIALS 



The trainer will need a copy of the following books be- 
cause they contain important content covered jn various 
sessions of the training program,' All handouts, including 
those reproduced with pennMcWi of the publjishers of 
these wiArkSv are included in tnt fiortidpant Workbook. 

Understanding Your Commimity (Session CAS) , 

Development Press , ^ 

BoxlOIQ 

Oakville. OnUrlo» Canada 

$2.00 each; 2096 discount when ordefing 50 copies 

A Problem SoWIng Program (Session N2 

Learning Resources Corporation 
281 7 Dorr Avenue 

Fairfax, Va. 20030 

$8.00 for a package of 20 



Planning for Change (Session N2) 

Leadership Resources, Inc. 

1 First Virginia Plaza 

6400 Arlington Boulevard : 

Falls Church, Va. 22044 

$T^0 each for 1-9 copies; $1^5 each for 10-99 copies; 
$i .00 each for 100-349 copies. $.85 each for 350 or 
more copies 

Goal Anaitysis (Session N^3) 

Lear Siegler, Inc./Fearon Publishers 
6 Davis Drive , 
Belmont,cCalif. 914002 

$2.36 each when ordering 5 or more copie 
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ASSESSMENT FORMS AND TABCIaJION SHEETS 




i 



A Note to the Trainer Regarding NeeMs 
Assessment: 

target audience for ^hoVn this training program was 
designed is described on page 2 in section I of this man- 
ual. On the following pages are forms to help determine 
more precisely the needs and interests of the target audi- 
ence as a basis for planning a minicourse or some other 
modification of the total course. 

Two sets of forms are provided: on^fpr selecting a mini- 
bourse and one for selecting individual sessions. Each set 
:onsists of two parts: an assessment fq/*m to send to 
prospective participants and worksheets for tabulating 
^cir responses; . 

The assessment forrn should be sent to prospective parti- 
:ipants along with a cover letter announcing the course 
Jates, location, and other descriptive informafion, as 
veil as instructions for completing and returning the 
orm. ^ / , ■ 



The tabulation of responses can be accomplished by using 
the appropriate worksheet^. Step-by-step instructions arje . 
included for determinin| the minicourse or session most 
, participants are interested in. 

The assessment forms and tabulation worksheet^ provided 
are: 

Minicourse Assessment Form 

Tabulation of. Minicourse Assessment Forms 

Session Assessment Form^ 

Tabulation of Session Assessment Forms 

Please note that these forms are provided only*as models 
and may be adapted by the trainer to fit a particular 
situation. 




\ 



US 



1 
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Mini-Coiirs^ Assessment Form 

(for 1--ta 2-days' training)^ 



r 



4 



The training program «you are invited to apply to attend 
will last: (to be checked by trainer) 



Letter 



Full Title of the (VTlTiicourse 



5 ' 


V '/^ day 


/ 


/ 




\l.day 


y 


/ 




2 days 


/ 


•/ 



In tfi'e spate provided below, rank the followmg mini- 
xoursc topics in the ord^r that represents your strongest 
. tra({Qin^ needs. (1 = strongest; 5 = weakest). ' ^ 

(A) Selecting (t f^ogram Focus-how to select an 
* organization's high priority target groups for 

a program ^ocus. n day)* 

^naly^ing Target dkoup Alcohql Problems- 
how t\ji£|r^»ftH yd> analyze the alcohol prob- 
lems of a selected target group. (V2 day)* 

Planning To Work With Other Agencies— how 
to plan collaborative endeavors with other 
organizations. (}^ day) « , ' 

Working With Other Agencies— how t3 ap- 
proach and work with other commCm^ity 
groyps. (1 day) / ' 1 - 

Collaborative Models and Strategies— how to 
build a rfjodel an4 strategy for pealing with 
other agencies and groups, (/j day) 



1. 
2. 
3. 
4. 
5. 







' X ^ J 






' ■ 1 ' 



(B) 
(C) 
(D) 



(E) 

d 




■ [ 



'Participants are reminded to bring tiielr agency's current%rant 
application, annual plan, or basic planning document because 
they will b« needed in these mlnicourses. 
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Us 



1. / 




on of Particiijant/^sessitient Fo^^^ 

(for Kto 2-day program) -* 



1. Count up the number of 1 ratings received for each minicour^ and.multiply by five to get course score 
I 



I'Minicoursc 



A. Selecting a Program Focus 

B. ^nalyzing Target Group Alcohol Problems 
C ^ Planning To Work With Other Agencies 

D. Working With Other Agencies 

E. Collaborative Models and Strategies 



#of 1 ratings. 



Score 



X5 
X5 
X5 
X 5 
X 5 



2, Count up the number of 2 raHfTgTreceiv^^^ and multiply by four to get score- 



I Minicoursc 



A. Selecting a Program Focus 

B. Analyzing Target Group Alcohol Problems 

C. Planning To Work With Other Agencies ^ 

D. WdfJ«ng With Other Agencies , 

E. Collaborative \tedels and Strategies 



#of 2 ratings 



Score 



4 



X4 
X4 
X4 

X 4 
X4 



3. Count up the number of 3' ratings received for each minicourse and multiply by 3 to get score:. 



Minicourse 



A. Selecting a Program Focus 

B. AnalyzingTarget Group Alcohol Problems 

C. Planning To Work With Other Agencies 

D. Working With Other Agencies 

E. Collaborative Models and Strategies 



#of 3 ratings 



X 3 
f X 3 
X 3 
X 3 

X 3 



EKLC 



7-t r 



4; Count iTp the numbejrof 4 ratings received for each minicourse ar^ 



^ I Minicourse 



v: 




ro get score: 
^^^^a 



Scofe 



a; Selecting a Prpgram Focus ^ ♦ 1 9 

B. Analyzing Target^ Group Alcohol Problems 

C. Planning To Work With Other Agencies * 

« 

D. Working With Other Agencies 

E. Collaborative Models and Strategies 



X 2 
X 2 
X2 
X2 
X 2 



5. .Count up : e number of 5 ratings received for each minicourse and mzkc nat number the score: 

. y y- 



Minicourse 



#of 5 ratings 



Score 



A. Selecting j Program Focus 

B. Analv-iniT Target Group^Alcohol Problems 

C. riann ig To WorJ< With Other Agencies 

D. orki 'u With Other Agencies 

E. lolla^orative Models and Strategies 
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6. Hcjd sc^ of each^in1cours€^ncler^,5 to get cumulatwe scores:' 



Mtnkourse 


Score • 
k fron? 

1 ^ 


Score 
. from 
2 


^- 

ScorejJ " 
frorp 


ri 

Score 
from 
4 


4 

Score • 
from 


f 

Total 


Selecting a Program 
Focus ^ 




— ~H 








V - • 


B. Analyzing Target ' 
Group Alcohpl 
Problems 














^ ^ 

C. Planning To Work ' 

With Other Agencies 






i 








D. Working With • ' 
- Other Agencies 






1 






E. Collaborative Models 
^nd Strategies ' 
' 











Select as many of the mtnicours^-* witkthe highest scores as you need to fiil the time available ^or training. 



Session Ass^smerif Form 



/ 



4 



In the space provided below, ranVthcl^vc most import- 
ant session topicvin the ordcr^at represents your 
strongest train itig^ed^. (1 =^ strongest; 5 = weakest) 

(A) "Data Prc^i el: Clients in Treatmentl'-how 
to develop Drogrammatically useful profile 
^ ^ of clients, .^^hrs.)* 

"Data Profile II: Community Characteris- 
tics^h^)w to construct a comprehensive 
conununjty profile.^(2 hrs.)* 

(C) ''Group Ajse^ment ModC^" -analyzing com- 
munity characteristics as a context of inter- 
preting data about alcohol problems. (I^hrs.) 

(D) "Group Assessment Applicatti9TP*a|vactice 
in applying a "social compass" to a spipific 
community problem (114 hrs.) 

(E) 'The Diagnosis Stage: A Techniques-select- 
ing problems ^"or collaborative sol u tic 
selecting groups to address problems req^ir- 

^ ing collaboration. (V/i hri. 

1 (F) 'The Ir^ltial l^ontact Star A Strategy 

Guide"— how j approacr -eorescntatives 
from grouDS rr^t are potentLu collaborators. 
(r/4lirs.) 

(G) 'The Group Problem-Solving St^igc: The 
ExperjenceV— understanding the problems 
that result when groups cannot concur on a 
coVnmon approach to a mutual problem^^ 
(llkhrs.) ^ 



(H) 'The Grpup Problem-Solving Stage: The % 
Process"-how to lead groups to a consensus, 
(l^hrs.) 

(I) 'The Group Problem-Solving Stage: A 
Technique"— how to foster two-way commu- 
nication with representatives of other 
community groups. (1 hr.) 

(J) 'The Group Problem-SoMng Stage: A 
Strategy"-how to negotiate differences that 
emerge while working with other groups, 
(r/thrs. 



Letter 



Full Title of the Session 



^Participants are reminded to bring their current grant applica- 
tion, annual plan, or basic planning document because It will 
. be needed for these sessions. 



r Tabu^atiqn of Participarit Assessment Fbrmfs ' 



(for condyctiptg individual sessions) 



r 



1 . Count MP the number of 1 ratings received for each session* and multiply by five to get course scorei^ 



Session 



if of 1 ratings 



Score 



A. Data Profile I: Clients in Treatment, 

B. - 'Data Profile II: Community Characteristics 

C. Group Assessment Moddfl 
Group Assessment Applic^ion 
The Diagnosis Stage: A Techniques 
The thitiaJ Contact Stage:, A Strategy Guide ' 
The Group Problem-Solving Stage: The Ex|^ncnce 
The Group Problem-Solving Stage: The ProccsX 
The Group Problem-Solving Stage: A Technique *^ 



J , The Group Problem-Solving Stage: A Strategy 



i 



X5 
X5 
X5 
P<5 
X5 
X5 
X5 
X5 
X5 
X5 



2. Count Up the numt)er of 2 ratings received for each session and multiply by four to get scored 



Session 



#of 2 ratings 



Score 



A. Data Profile I: Clients in Treatment 

B. Data Profile 1 1*» Community Characteristics 

C. Group Assessment Model ^ 

D. Group Assessment Application 

E. The Diagnosis Stage: A Technique 

F. The Initial Contact Sta^e: A Strategy Guide 

G. The Group Problertt-Solving Stage: The Experience 

H. The Group Problem-Solving !Stage: The Process 

I. The Group Problem-Solvrng Stage: A Technique 
J. The Group Problem-Solving Stage: A Strategy , 



'J 9 



J' 



r: 




,1 



7 



t 3. Count up the nurt^btr of 3 ratfngs receivetj'for session 3n4 multiply*y threT t\et se«re' ' . - % * 



Session 



ifpf Srat^gs' 



para Profile I: Clients in Treatment 

B. DaU Profile II: Community Characteristics 

C. Group.Asscssment Model 

D. Group Assessment Application 

E. Tfce Diagnosis Stage: A Technique 

F. The Initial Contact Stage: A Strategy Guide 

G. The Group Problem-Solving Suge: The Experience ^ 

H. The GroL^Problem-Solving Stage: The Process 

I. The Group Problem-Solving Stage: A Technique 
J, The Group Problem-Solving Suge: A Strategy 



r 



X3. 

X3 

X'3 

X3 

X 3 

XJ 

X3 

X5 

X 3 

X 3 



4. Count up the num 



ber of 4N^ngs r^eived for each session and mulfipV by two to get 



score: 



Session 


# of 4 ratings ^ Score 


A. Data Profile 1: Clients in Treatment 
< B. Data Profile II: Community Characteristics 
p. Group Assessment Model 

D. , Group Assessment Application/ 

E. Thje DiagftiTsls Stage: A TechniCfqe^ 










xo 


F. The Initial Contact Stage: A Strategy Guide 

G. The Group Problem-Solving Stage: The Experience 

H. The Group Problem-Solving Stage: The Process 

I. The Group Problem-Solving Stage: A Yechnique 
J. The Group Problem-Splving Stage: A Strategy 


* 


\ X2 


X2 


X2 


X2 • 



13i 




r ' 



sion t 



. Jof 5 ratihgs 



* • Score 



— » X ; — " — \ \ — ^ 7^ — 

A..; D^ta f^rqfile I: Clients in I,reatinent 



6. * DataProf^e II: jCommanity Charact^j-isti.cs 

C. Group\,^ssessmenl Model • ' * , ; 

D. Group Assessment Application 

E. The Diagnosis Stage: A Technique 

F. The Initio Contact Stage: A Strategy Guide 

G. • The Group Problem-Sol^g Stage: The Experience 

H. The Group Problt*m-Solving Stage: The Process 
L The Group Problem-Solying Stage: A Technique 
J. .,Jh^ Group Problem-SoJving Stage: A Strategy - 



( 



^ 



• r 



>4 
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6. Add score of each session under 1 -5 to get cumulative scores: • 



Session ' 


from 
1- 




^ 'Score 
f rc^m 

. ■.. 3— 


bcore 
from 
4 


Score 
from 
5 


Total 


. A, Data P^j^le 1:-' 

v^iiciio III iredimeni 








f 




• 


B. Data Profile l[; 
Community 
Characteristics 














C. Group Assessment 
, Model , " 






* - 


.. .'■ sr^'" - 
0 






D. Group Assessment 
Application 


( ■ 

I 




1 








E. The Diagnosis Stage: 
A Technique 














,F'v. -The Initial Contact 
: \ ; Stage: A Strategy 
'/'Guide 


... 






• 






G. The Group ProblenjJ^ 
Solving Stage: The 
Experience 












— T' 


H. The Group Problem- 
Sojving Stage: The 
f%cess^ 

\ "^t: 




u. . 










1, The Group Problem- 
^ Solving Stage: A . 
- Technique 










* 




J. The Group ProbMm-' 
Solving Stage: A 
Strategy • • 















J'- 



^^^Select the session(s) with the highest score. 
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LLUSTRATIONS OF VARIOUS MEETING ARRANGEMENTS 



^1. Round Table Discussion 

. aoo o 



■• / 



.o 
o 

o 

o 



oooo 



2. Classroom 



ooo ooo 



0^?0 . - OOO 



3. Auditorium 



■ n 

DOOO OOOO 

OOOO oooo. 

DOOO OOOO 
I'OOO OOOO 



o 



4. Workshop 

ooo ooo 
o o r~~ 



ooo 
ooo 



o 



ooo 
ooo 



DO 



o 



ooo 



5. Theater 



ooo 
ooo 



o 



o 



o ^ 



o 



f 6. I nformar Discussion 

Q O 

. o ■ ■ o 

■ o 



o 



Ooo^ 



SYMBOLS: Chair 



Desk or Table 



□ 



Podium 



ERIC 



/ 



135 



SAMPLE PRESENTATION CUE CARDS 

(actuaf sizes x 8)^ 



medfa 
materials 
-equipment 



Sesshn N4 

A. Opening remarks (1 0 minutes) 



rn/e: The Initial Contact Stage: A Strategy Guld 



• Previous session focused on need for clear goals and-objectlves 

• Purpose of this sesslon-^to Identify some additional factors necessary for ihorottgh negotiation preparatior 



B. Role pUy: The policy meeting (15 minutes)*- 



Handbuts 1-4 



flipchart 



Assign players and give problem statement and^pEctlve role descriptions prior to session 

• Purpose: demonstrate frustrations resulting If no advance preparation 
I • Procedure: distribute handouts l and 4 to audience 
participants read problem statement 
asic for questions 

surt role play; continue no longer than 10 minutes 

C. Group discussion 



1 



•* Ask players what frustrated them. 

• Ask observers to comment 

• Brainstorm obstacles. 



media ' 
jnaterials ' 
equipment 



Handout 5 
Handouts !• 



Session N4 

D. Lecture (1 0 mlnutes)- 



Tft/e: The initial ConUct Stage: A Strategy Guide 



Diagnosis Suge: determine nature of conflict and sUte priorities i 
^» Initial ConUct: Initiate an e/yecf/i/e confronUtion 
• Elements of a strategy - rank goals In order of perspnal Importance. 

- detertailne goals and priorities of the other side, 

- recall the other side's usuo/ response. 

- candid 4ibout the reason for calling the meeting. 

- don't demean the other side. 

- SUte the effect the problem has on you and give the other side a chance to do 
the same. 

- listen and reflect on what the other side says. 

- remain calm and rational. 

- don't ask the Impossible. 

- don't break off negotiations without agreement on at least one item, 
-eparing for negotiation (20 minutes)- 

• Divide trainees Into two groups. 

• Distribute strategy guide. 

• Assign a role to each group; each group picks a member to play the role. , * 

• Distribute handouts 1-4 to participants appropriately (one group gets handout 2; one group gets handout'3; 
all get 1 and 4. ^ 
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EVALUATION INSTRUMENTS 



Participant Pre/Post Cognitive Test 

(to be administered at the beginning and end of the 
* course) 



Participant's Nanfie 



Date 



1. On the list below, check the information necessary to describe the makeup of a total community 
(community profile). 



a. average age of population * v 

b. mvital status of population 

c. juvenile court referrals 

f 

d. incidence/prevalence of alcoholism 

e. |||pst^records ^ 

f. alcohol program budget ^ 

g. size^f transient population 



h. employment data 

i. description of governmental structure , 
j. average income of population 

k. educational level of population 
I. political affiliation of populatipn 
m. data on causes of traffic^ ^ccidents 
n. community service agencies 



2. On the list below, check the information necessary to accurately plan a community alcohol serv- 
ice program (description of community's alcohol problems and resources). 



a. average age of population 

b. marital status of population 

c. juvenile court referrals 

d. incidence/prevalence of alcoholism 

e. arrest records 

f. alcohol program budget 

g. size of transient population 



i2e 



h. employment data 

i. description of governmental structure 

j. average income of population 
k. educational level of population 
I., p^itical affiliation of population 
m. data on causes of traffic accidents 
n. community service agencies 

137 



3. Add at least three additional kinds of information which are critical to planning a community 
alcohol service program. - - 



4. Specify at least three important categories of in- 
formation about your community which are 
missing from your own community data which are 
necessary for a full descriptFon of the: 



Total Community Alcohol Problems and Resources 



5, What is the purpose of negotiation? 




^: Name three maj^f ste]^ in process; 



^^^^^^ 



7. Name two essential fngireijf^^ for 
• ^negotiation. . 



3. Name at least two factors which are basic to success- 
ful ncgotiatioh. • 



Answer Key 

Participant Pre/Post jCognitiye Test 



1. 



a. 


✓ 






b. 


✓ 


- i- - 








k. 


✓ 


d 1 


e. 




. m._ 




f. 




■n. 












h. 


✓ 






a. 


✓ 


i. 




b. 


✓ 


i- 




c. _ 




k. 


✓ 


d. 


» 


1. 




c. 


✓ 


m. 






✓ 


n. 


✓ 



Sample items are listed below. Neither list 
is exhaustive. 

Nature of problem 

a. size of special target populations 

Youth 
Women - 
Minorities 
Elderly. 

b. undcrserved groups or areas 



Source of Content' 
Session CA3, hanacut 

'A case should be made for including g, i, arfd n as well. 



Spssion CA2, handout 1 

In addition to the probtem indicatory data on the dient 
population should be collected^sing the same categories 
as for the general population, i.e., age, sex, etc. 



Trainer background and participant contributions. 
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(cofltinyed) 



Source of Content 



4 



c. hospiul records on alcohol "related 
illness 

d. statistics on alcohol-related crimes, 
including child abuse 

ei community standards regarding 
druhkenness and drinking 

Resources ^ J 

a. referral agencies ^ 

b. funding sources > 

c. funding procedures 

d. volunteers 

e. community social, health, religious, and 
educational services' 

Subjective response (irif^^sj^wing the posttest, 
look for new or additional indicators not 
mentioned on the pretext). 

The aim of negotiation is to resolve conflict ^ 
with a compromise or solution which is mutually 
satisfying to all parties involved. 

Negotiation involves thre^ ba^c steps: 

a. diagnosis 

b, making initial contact 



e^b^c 



^^--^blemiolving with other groups involved 

Establish clear goals and objectives; and develop 
a strategy for the initial contact. 

Sfticces'sful negotiation depends upon: 

a. ability to determirte the nature of the conflict 

b. effective initiation of the confrontation ^ 

c^^iiity to hear the other's point of view 

d. utilization of problem-solving processes to 
bring about consensus 



Particl^nt Workbook, Session N1 



Session N1 



Session N4 



r 



Participant Workbook, Session N1 



ScaionTHIe 



Date 



Participant Post Session Ratin^orm 

(administered at end^each session) 

{ ' 



Please circle the response which most accurately reflects your reaction to this session. 
I. Relevanceof session content to your heeds: 



ERIC 



Highly ' 
Relevant 

1 



Adequate 
3 



Relevance of session methodology to your needs: 

Highly ^ - ' ^ * 

Relevant ^ Adequate 

1 ' r^2 _ . 3 

Relevance and usefulness p.f handouts (if applicable): 

Highly 
Relevant 



Adequate 
3 



Degree to which you understood the objectives of the session: 

Thoroughly •> 
Understood , - 

1 2 ■ 



Degree to which objectives of the session were achieved; 
Completely 

Achieved ' . 

1 ' 2 



5? 



Very 
Irrelevant 



Very 
Irrelevant 

5. 



Very 
Irrelevant 



Did not 
Understand 
Them at All 



Not Achieved 
at All 

5 
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6. Degree of ypw: interest in the session 
Excellent 

1 \ 2 



Applicability of session content to your job duties and responsibilities: 
Highly ^ - 



Relevant 

1 ^ * 2 

8: Effectiveness of ^cilitator presentation: 

Extremely 
Effective^ 



1 



3 



S 

i. , . 

^Irreltviht 
5 



Extreiiridy 
Ineffective 



9. Please offer any general comments on suggestions for improvement of the session 



-2 
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er|c >^ 



i3i 



Date 



Participant Final Evaluative Review 

(to be administered at end of last session^ ' 
1 . Loolcing back over the entire course, please rate the-following aspects of your overall reaction to it: 



a. Relevance of seminar content to your needs: 

Very 
Relevant 



Fairly 
Relevant 



1 



b. "Mix" of intellectuaJ materials with examples or applications: 



Very 

Good Mix 
1 • 



Fair 
Mix 



c. ^Trainer/team performance (i.e., darity, unity, coopieratibn): 
Very 

Good • tf^ 

1 2 ■ -3 

J d. Courseenvironment(s^te,accessit^ity, materials, arrangements, etc.): A'/'- * 

Very / - • • ' 

Appropriate • ' * App/opriate 

1 2 3 



Not 
Relevant 

5 



Poor 
Mix 



Poor 
5 



Not 

Appropriate 

V. 5 



e. Opportunity to inform course staff and other participants of your changing needs, views, etc.: 



\ 



Ample Opportunity 
To Be Heard 



f. Delivery of new information: 

All New 
Information 

^ 2 

g. Please rate the course as a whole: 
Very Good 



Some 
Opportunity 

3 



Some New 
Information 



Little or No Offportunity 
To Express Myself 



^o New 
Information 



Fair 
3 



Poor 
5 
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2. During the course, what presentation or activity was m<g^ rewarding to you? 



Why? 



Why? 



3. During the course, what presentation-or activity was least rewarding to you? 



4. How valuable>were the handout matcriaJs and readings? 



Mpst 
Valuable 



Fairly 
Valuable 



,1. 2 3,7^ 

5. *How would you rate the seminar as a whole in relation to.-' 

a. Qarity with which goals and objectives were stated? ' 
Very Clear ^ r Clear 

b. Achievement of stated goals and objectives? ' ^ 

High N , Moderate 

Achievement f Achievement 

6. List any unanticipated benefits you received from attending this program. 



•I 



Not 
Valuable 



Not Clear 
,5 



Low 

Achievement 
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i. 



Please add any other comments or reactions below relating to any aspea of the training that had an impact on 
you and that we have not covered in the ^ious questions (hotel accommodations/meals ^support staff, sequence 
of events, workload, library, etc.). _^ * * 



OU.S. GOVERNMENT PRINTING 0 T F' I C E : 1 9 7 8-2 6 1 -2 6 5 / 1 1 96 



y - — 
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METHODOLOGY: 



FACILITIES, 
MATERIALS, & 
EQUIPMENT 
NEEDED: 



TIME: 



The course is presented in a small-groi^ format with 10 to 20 partrcipants. 

The course has very little lecture. It relies heavily on.experien^ial activities, workshops, 
discussions, role p^ays, and so forth. ' /. . 

The participants will be called upon to draw from and share their past work experiences 
in order to solve problems with which they are confron)ted during training. In short, the 
tporse IS igned to present ne^ information and develop new skills in tl^ context of 
Participant's past experience. 




meeting ropm to accommodate 16 to^201)articipants (with space for small group 
work, either m same room oni breakout room) 

• Flipchart . ^ 

• Duplicating facilities for running off assessment and e^duation instruments* 

Depending upon the needs, interests, and time of the group to be trained, single sessions 



or a'combination of sessions may be used. The entire cou 
of 1 6 sessions that last from 1 to 2 hours each. ■ 



26 hours long and consists 



An assessment process is described in sedtion IV of the Trainer Manual to assist trainers 
in tailoring the training offered to the needs arid time constraints of their own target 
groups. , " * 



